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Notes

Introduction

Welcome to the Federal Docket Management System (FDMS). FDMS is a
centralized Docket Management system that provides federal agencies the ability
to search, view, download, and review comments on proposed federal rules. In
addition, it offers agencies extensive functionality to facilitate their regulatory
business activities, including the ability to:

“ Run full text searches on Dockets, Documents, and Attachments

“ Mark Dockets and Documents to My Favorites and Flagged Documents
% Create and manage Dockets electronically

“ Manage and post Documents individually

% Batch Process Documents

< Identify duplicate comments and mass mail campaigns through Comment
Deduplication

% Perform advanced text analytics through Auto Categorization
« Customize portions of FDMS to meet the needs of each agency

FDMS is a major component of the eRulemaking Initiative. The eRulemaking
Initiative is one of the 25 e-Government initiatives associated with the President's
Management Agenda. The U.S. Environmental Protection Agency (EPA) is the
managing partner for this initiative.

FDMS Best Practices have been implemented to improve how agencies use
FDMS while increasing the public’'s access to regulatory information, as well as
encouraging public participation through the Regulations.gov website. Best
Practice goals include:

“ Increase access to the full lifecycle of federal regulatory content.

% Build a common taxonomy and establish protocols for managing Dockets
and regulatory Documents.

« Compile comprehensive electronic Dockets and increase agency efficiency.

“ Use one Docket to manage a regulatory action.

Page 7 of 103 des_‘g/a\“}



FDMS Self-Register

To use the Federal Docket Management System (FDMS), every user must have a
valid username and password. All users have the ability to self-register and
electronically submit a request for access to the system.

Please enter your login information below.
If you do not have a login, please click here to register

Did you forget your username or password? click here for help

You are requesting access to an official United States Federal Government application. The use of
this application is for authorized purposes only. The Federal Government may monitor or audit use
and accessing this application constitutes consent to such surveillance. Unauthorized attempts to
upload and/or change information on this website is strictly prohibited under the computer fraud
and abuse act of 1986 and title 18, usc, sec 1001 and 1030(a)(4) and may carry a punishment of 5
years imprisonment and/or a $250,000 fine.

By logging into this system, you acknowledge that you understand the responsibilities of using this
system and will comply with the Rules of Behavior for FDMS. See Rules of Behavior for
additional details.

If you are looking for the Regulations.gov public site, find it at www.regulations.gov.

TsAgov *E-cov

About Us | Privacy & Security Motice | Accessibility | Contact Us | USA.gov | E-Gov.gov

Figure 1: FDMS Self-Register Link

Submitting a Self-Registration Request

1. Access FDMS by launching your internet browser and
entering www.fdms.govin the address bar.

2. Onthe FDMS login page click the click here to register link.

3. Review the Terms of Use and click the | Agree button. The User Self-
Registration form is displayed.
4. Complete all required fields and select the appropriate Access Level.

5. Click the submit button to be approved by the Agency Administrator.

W Note: If a user is unsure of what access level to choose, select
Agency Viewer. The Agency Administrator can make the necessary
aajustment if the role (access) should change.

w Note: The registration request is submitted to the Agency
Administrator. Once the request is approved you will receive and email
confirmation. Please follow the email instructions to complete the process.

Fdmsgov
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Logging in to FDMS

Access FDMS by launching your internet browser and entering www./dms.gov in

the address bar.

e N

Did you forget your username or password? click here for help

Figure 2: Logging in to FDMS

Logging in to FDMS

1

g~ W

Access FDMS by launching your internet browser and
entering www.fdms.govin the address bar.

On the FDMS login page type your username in the Username field.
Type your password in the Password field.
Click the Login button.

Use the click here for help link to reset your password.

W Note: Users must contact their Agency Administrator if they have
forgotten their username.

W Note: After five incorrect login attempts users will be locked out of the
system for 30 minutes and will be unable to utilize the “forgot password”
function.

W Note: Please refer to the My Password section for more inforrmation
on Password Rule and Requirements.

Please enter your username. If you do not remember your username please contact your agency

administrator for assistance.

Figure 3: Forgot Password Screen

Fdms.gov
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Managing User Profile

FDMS users are able to access and manage their user information including

answers to the secret questions and their password in the User Profile. Users can

also manage Notifications and their FDMS Contacts.

Reports

Batch Jobs | Add Docket

Manager, Train | Logout

B | Search Dockets

Q

Advanced Search

Figure 4: Accessing the User Profile

Accessing the User Profile

1. Click the hyperlinked user's name located in the top tool bar of the

Homepage.

My Info

Profile Menu

£ My Info

Add, Remove, Update User Information

4 My Password

Change User Security Questions and User Password

| Notifications

Add, Remove, Update Docket Notifications

&8 My Contacts

Add, Remove Users in Your Contacts List

User Info

Email: ‘train‘user@erule.gcv

Cross Agency Accounts:

Supervisory POC Information:

First Name: ‘John

Last Name: ‘ Doe

Title: ‘ Manager

Telephone: [333-333-3333

Figure 5: My Info Screen

% Denotes Required Field

User Information

[a]

Cancel

My Info

1. My Info will display by default when accessing the User Profile.

2. Edit (add, remove, update) User Info and Supervisory Point of Contact

(POC) Information on this screen.

3. Click the Save button to save any changes.

W Note: The * jcon indicates a required metadata field. When a

cursor is hovered over the @ icon, a tool tip message appears explaining

the requirements of the field.

Fdmsgov
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My Password

Profile Menu

Password Information

&-) My Info % Denotes Required Field
Add, Remove, Update User Information

4 My Password

Change User Security Questions and User Password
] Notifications
Add, Remove, Update Docket Notifications

Secret Questions

Secret Question 1: [ What is your favorite song? ‘ - ‘ *

Secret Answer 1: | Free Bird

&2 My Contacts Secret Question 2: [ What was your first job?

Add, Remove Users in Your Contacts List

Secret Answer 2: | Burger Flipper

Secret Question 3: [ What is your favorite pet's name?

Secret Answer 3: |Fido

Current Password: |

Change Password
New Password: |

| *
[-] *
| *
[-] *
| *
|
Jo
Confirm New Password: [ |
# of Days Until Password Expires: 24

Figure 6: My Password Screen

My Password

1. Click My Password from the Profile Menu options to display the
Password Information screen on the right. (As shown above)

2. Update the Secret Questions and answers and/or change your
Password.

W Note: Users will be prompted to enter their Secret Questions and
Answers in the My Password section if they are not filled out.

3. Click the Save button to save any changes made on this screen.

W Note: The Number of Days Until Password Expires displays at the
bottom of the screen.

Password Rules and Requirements

Password Rules and Requirements

®,

% Complexity: Passwords must be between 12-20 characters and must
include at least one upper case letter, one lower case letter, one number,
and one special character.

®,

« Inactivity: User accounts will be locked after 30 days of inactivity. To reset
their account, a user must contact their Agency Administrator.

<« Users will receive inactivity reminder emails at 15, 4, 3, 2, and 1 day
prior to their account being locked.

Fdms.gov




Password Rules and Requirements

®,

% Minimum and Maximum Lifetime Restrictions: Passwords must be
changed every 60 days for security purposes. If a user does not reset their
password within 60 days, their account will be locked and need to be reset
by the Agency Administrator.

<« Users cannot change their passwords more than once in a 24-hour
period.

<« Users will receive reminder emails once daily beginning 10 days
prior to the password expiration until the password has been
changed.

Users will also see the “Password Expiring Soon” prompt when they
log in to FDMS within the 10-day period.

®,

% Reuse Restrictions: Users cannot reuse any of the past 24 passwords.

Notifications

Notifications enable users to request email notifications for specific Docket events.
These events include Document Added, Comment Published, and Comment
Received. The frequency and the duration of the notification are determined on a
docket-by-docket basis.

Profile Menu

& My Info A

Add, Remove, Update User Information

) My Password

Docket Event Notification Settings

e | Add Notification

‘Change User Security Questions and User Password — e

c o Docket ID Event Frequency | (Loeten e

) Notifications onths o

Add, Remove, Update Docket Notifications TRAIN-2016-0017 Comment Published Monthly 3 06/07/2016 Edit @

&2 My Contacts TRAIN-2016-0017 Comment Received Daily 5 06/07/2016 Edit @

Add, Remove Users in Your Contacts List TRAIN-2016-0002 Document Added Weekly 3 (EXPIRED) 047052016  Edit @
> « 7 TRAIN-2016-0002 Comment Published Monthly 3 (EXPIRED)  04/05/2016 Edit @

SESE. W = o]

Figure 7: Notifications Screen

Adding a Notification

1. Click Notifications from the Profile Menu options to display the
Notifications screen on the right. (As shown above)

2. To add a Notification, click the Add Notification button from the
Notifications screen.

3. The Select a Docket pop-up window is displayed.

Fdmsgov
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Keyword Search: Docket ID Search:  2016-0001
D Title Type | RIN | Created
TRAIN-2016-0001 Test Docket 1 Nonrulemaking 02/05/2016
) [ [ cancel

Figure 8: Select a Docket Pop-up Window

B MNaotificatians

DocketID: TRAIN-2016-0001

DocumentAdded

Comment Published

Comment Received

———

[] Frequency: Daily Duration (Months):

[] Frequency:WeeKkly  Duration (Months):
[] Frequency: Monthly  Duration (Months):
[] Frequency: Daily Duration (Months): n
[ ] Frequency:Weekly  Duration (Months): n
[] Frequency: Monthly  Duration (Months):
[] Frequency: Daily Duration (Months): n
[] Frequency: Weekly  Duration (Months):
[] Frequency: Monthly  Duration (Months): n
[ Submit | [ Cancel |

Figure 9: Add Notification Events Pop-up Window

Docket Event Notification Settings

Add Notification

DocketID Event Frequency ::l‘;:tilj‘::; = !

TRAIN-2016-0017 Comment Published Monthly 3 06/07/2016 Edit @
TRAIN-2016-0017 Comment Received Daily 5 06/07/2016 Edit @
TRAIN-2016-0002 ok St A Weekly 3 (EXPIRED)  04/0522016  Edit @
TRAIN-2016-0002 Comment Published Monthly 3 (EXPIRED)  04/05/2016 Edit @

Figure 10: Docket Event Notification Settings

Fdmsgov
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Adding a Notification Continued...

4. To search for the appropriate Docket, enter a Keyword, or a full or partial
Docket ID.

5. From the search results, select the desired Docket and click OK.
6. The Add Notification Events pop-up window is displayed.
7. Check the box(es) for the desired event(s), frequency(s) and duration for

the Docket and click OK.

8. Click Edit to make modifications, click the @ icon to delete the
notification.

W Note: Expired Notifications can be edited and made active again, or
deleted.

W Note: Multiple notifications can be applied to the same Docket.

My Contacts

My Contacts enables users to manage a list of FDMS contacts within the User
Profile. The contact list enables users to quickly find and select users while
managing Docket and Document assignments and permissions.

&) My Info My Current Contacts

Add, Remove, Update User Information

3 My Password e— | Add Contact

Change User Security Questions an d User Passwor d

el

First Name Last Name E-mail Address [PhoneNumber [ Agency |
) Notifications "
Add, Remove, Update Docket Notifications

lanager 15 grace.reddish@sbd.col 555-555-5555 TRAIN
D grace.reddish@sbd.col
&3 My Contacts Train Manager e
Li kel

Add, Remove Users in Your Contacts List

555-555-5555 TRAIN

555-555-5555 TRAIN

0000

3 3 3 3

race.reddish@sbd.cor 555-555-5555 TRAIN

Figure 11: My Contacts Screen

Adding a Contact

1. Click My Contacts from the Profile Menu options to display the My
Contacts screen on the right. (As shown above)

2. To add a contact, click the Add Contact button from the My Contacts
screen.

3. The Select a User pop-up window is displayed.

Fdmsgov Page 14 of 103
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O ¥ [

09, Writer [TRATN]
10, Writer (TRAIN) T
11, Writer (TRAIN) |
12, Writer (TRAIN)

e
For: [ Individual | = | 13, Manager (TRAIN)

With last name starting with: I:l Q 13, Writer (TRAIN)

(_) Choose someone I've recently used

I

(#) Find another persan

Search: l Other Agency |v| |train | *

ﬂT sl | Add | | cancel |

14, Manager (TRAIN)

4]

Figure 12: Select a User Pop-up Window

My Current Contacts

N\ (Ao

First Name Last Name E-mail Address Phone Number | MM
Manager 15 grace.reddish@sbd.com 555-555-5555 TRAIN @
Diane B grace.reddish@sbd.com 555-555-5555 TRAIN @
Train Manager grace.reddish@sbd.com 555-555-5555 TRAIN @
Lisa s grace.reddish@sbd.com 555-555-5555 TRAIN =]

Figure 13: Managing My Contacts

Adding a Contact Continued...

4.

Select the applicable option in the Select a User pop-up window and
choose the user from the box on the right. The options are:

®,

% Choose someone I've recently used

R

% Find another person: use this option to search for a person from your
agency, department, another agency, or as an FDMS global search

If using the Find another person option, enter the full or partial last name
and click the Q icon.

Select the correct user from the search results and click Add.

Click the Save button on the My Contacts screen to complete the adding

process.

Click the @ icon to delete a contact.
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Notes

Homepage

The Homepage contains the Menu section on the left and three tabs in the content
view on the right. Depending on the user's role, the menu may display the Inbox,
FR Feed, Work Queue, My Favorites, Recently Viewed, and Flagged Documents
options (further details can be found in the Menu section). The three tabs in the
content view are Home, FDMS Features, and Training Resources. The FDMS.gov
logo on the top left of the screen can be used to navigate back to the Homepage
from anywhere in the system.

— Reports | BatchJobs | AddDocket | Manager, Train | Logout
des QOV  dm—— [ search Dockets Q|
Your Aguncr'sDockt Maragement e Advanced Search
Home

% Inbox 0/ 7

Your Assigned Dockets and Documents Welcome to the Federal Docket Management System (FDMS)

FR Feed 650 , -

Documents Received via Federal Register -\‘/ | Getting Started Training and Support

.7 My Favorites

Your Favorite Dockets and Documents  Step 1. Read through the FDMS Frequently Asked Questions @ Access Training Videos and Quick Reference Guides through

® R tly Vi d located on the FAQs page. this link to the Training Resources Tab.

ecen iewe
oo Re(=m§u:kﬂs T ® Step 2. Access your assigned Dockets and Documents using * Access the 2016 FDMS Schedule through the Training page.
Fl 4D . the Menu on the left. ® Contact the FDMS Help Desk at 1-877-378-5457 batween
[¥ Flagged Documents « Step 3. Find Dockets and Documents that are not assigned to 9am-5pm EST Mon-Fri or submit a ticket electronically.

Documents Flagged in your Agency you by entering desired ID in the above Search bar or

selecting Advanced Search

@ Announcements

® The FDMS 4.12 Release was deployed in July 2016. To learn
more about the features included in the 4.12 Release, access -
the Release Notes: 4.12 Release Notes. * Your FDMS 4 Inbox displays all Dockets that you are the
Assigned Docket Manager for and only Documents that have
been assigned to you within the last 365 days that are not
posted or withdrawn.

® If a page is loading slowly, if something is functioning
differently than usual or if you have questions on features in
FOMS 4, please call or submit a help desk ticket,

) LastRefreshed:
+ 08/02/2016 11:18:04 AM

Docket / Document:

|:‘ Tips and Tricks

* FDMS 3 will be turned off for all users on September 30, 2016,

About Us | Privacy & Security Notice | Accessibility | ContactUs | FAQs | Glossary | Regulations.gov | Resource Center | Training

Figure 14: The Homepage Displaying the Menu Options
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Notes

Home Tab

The Home tab contains the Getting Started, Training and Support,
Announcements, and Tips and Tricks sections.

FDMS Help Desk

B Home

Welcome to the Fe Docket Management System (FDMS)

|
= | Getting Started @ Training and Support
S

® Step 1. Read through the FDMS Frequently Asked Questions
located on the FAQs page.

® Step 2. Access your assigned Dockets and Documents using
the Menu on the left.

® Step 3. Find Dockets and Documents that are not assigned to
you by entering desired ID in the above Search bar or

* Access Training Videos and Quick Reference Guides through
this link to the Training Resources Tab.

* Access the 2016 FDMS Schedule through the Trainin

* Contact the FDMS Help Desk at 1-877-378-5457 between
9am-5pm EST Mon-Fri or submit a ticket electronically.

® [f a page is loading slowly, if something is functioning

selecting Advanced Search. differently than usual or if you have questions on features in

FDMS 4, please call or submit a help desk ticket.

@ Announcements

® The FDMS 4.12 Release was deployed in July 2016. To learn
more about the features included in the 4.12 Release, access
the Release Notes: 4.12 Release Notes.

Tips and Tricks

* Your FDMS 4 Inbox displays all Dockets that you are the
Assigned Docket Manager for and only Documents that have
been assigned to you within the last 365 days that are not
posted or withdrawn.

® FDMS 3 will be turned off for all users on September 30, 2016.

Figure 15: The Home Tab on the Homepage

FDMS Help Desk

1. To contact the Help Desk call at 1-877-ERUL HLP (1-877-378-5457)
Monday through Friday, 9:00 AM - 5:00 PM EST.
—0OR -

2. Click the link to submit a ticket electronically.
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FDMS Features

The FDMS Features tab highlights the features that have been Recently Added
and those that are Coming Soon. It also displays any currently Known Issues or
bugs as well as the basic System Requirements to run FDMS.gov.

FDMS Features

;n Recently Added Features : l Coming Soon

® Advanced Search and Left Panel Results Enhancements * Adrmin Module Version 1.1: Access Requests, Lockouts, Reports
* Export Full Docket Metadata * Custom Reports

* CCB 247; Displaying Draft Document IDs After Posting * Auditing Functionality

* Deduplication Enhancements * Email Import Tool

* Page Count Sum Added to Document Details

Learn about recent releases in this drop dewn menu Xﬂ‘ System Requirements
.
FDMS Release Notes [ Select Release Notes | = | v 4
* Browser: Internet Explorer 8 (or higher) and Firefox (any version).
FDMS Admin Module Release Notes | Select Release Notes | A |

We recommend using a most recent version of one of thase
supported browsers. You may continue using another browser;
however, you may experience unexpected problems.

* Adobe Flash: Adobe Flash Player version 10.2.0 or greater. We
recommend using the latest version of Flash 16 for optimal
security.

ﬂ Known Issues

* Add Doc/Bulk Import — Some users may experience issues with
larger file imports (over 100 files). If you experience issues when
adding or importing Documents please contact the FDMS Help
Desk at 1-877-378-5457 so that we may investigate further.

* To view any additional Known Issues, please view the Release
Notes.

Figure 16: The FDMS Features Tab on the Homepage

FDMS Features

1. Click the FDMS Features tab on the Homepage to view additional
information about the site.

2. Access current and past FDMS 4 Release Notes from the Release Notes
dropdown menu.

Fdmsgov
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Notes

Training Resources

The Training Resources tab contains all available training materials. Users can
access role specific User Guides and on demand Recorded Training Webcasts.
Also available are Quick Reference Guides (QRG’s) and short Video Tutorials on
important features of the system.

P N

Welcome to the Training Resources Page!

Please select your desired option from each of the drop down menus.
These resources are frequently updated, so we recommend you revisit this page after each release to download the fyost up-to-
date training materials.

If you have further questions, please contact the FDMS help desk at 877-378-5457, Mon-Fri 9am-5pm EST.

Video Tutorials (length < 10 min): [ Select Demo Video | 7 |

Recorded Training Webcasts (length > 1 hr): [ select Demo Video | - |

Quick Reference Guides (pdf): I Select Quick Reference Guide | - |

User Guides (pdf): [ Select User Guide | - |

Additional Reference Guides (pdf): [ Select Reference Guide | - |
We Need Your Feedback!

® Take a brief FDMS 4 Survey. Your feedback will let us know how we can improve the FDMS site to meet your needs for performance
and functionality.

® Contact the FDMS Help Desk. If a page is loading slowly, if something is functioning differently than usual or if you have questions on
features in FDMS 4, please submit a help desk ticket.

Figure 17: The Training Resource Tab on the Homepage

Training Resources
1. Click the Training Resources tab on the Homepage.
2. Utilize the dropdown menus to browse and select from the available

materials.

W Note: Recorded Training Webcasts open in a new tab.
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Menu

Depending on the user's role, the menu may include the Inbox, FR Feed, Work
Queue, My Favorites, Recently Viewed, and Flagged Documents. The counts
(e.g. 375/520) next to each menu option denote the number of available Dockets
or Documents as indicated by the hover-over text (not shown here).

Inbox

The Inbox allows a user to view a list of all the assigned Dockets (irrespective of
when the dockets were created) and the Documents that were created and
assigned in the last 365 days.

Menu

% Inbox 375 / 520

Your Assigned Dockets and Documents

Figure 18: Menu Options

Inbox

1. Place the cursor over a number count to highlight the number. A tooltip
message Click to view dockets or documents appears.

2. Click the applicable number count (e.g. 375/520) to access the Docket or
Document List. By default, clicking Inbox will display the Docket List.

3. The Docket or Document List is displayed on the left and the Docket or
Document Details of the first item in the list is displayed in the content
view on the right (not shown here).

Fdmsgov
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Notes

Docket List

The Docket List is displayed by default when the Inbox is accessed from the
Menu.

& Inbox

Document

Search Dockets

TRAIN-2016-0004 MH. Emerick Docket Rulemaking 03/07/2016 1234-A812
TRAIN-2016-0005 T. Jones Docket Rulemaking 03/07/2016 Mot Assigned
TRAIN-2016-0006 R. Parker Docket Rulemaking 03/07/2016 Mot Assigned
TRAIN-2016-0007 T. Young Docket Rulemaking 03/07/2016 1111-AA11
TRAIN-2016-0008 R. MacDougall Docket FDMS  Rulemaking 03/07/2016 1111-4411
TRAIN-2016-0009 A, Lopez Docket Rulemaking 03/07/. 1111-AA11
TRAIN-2016-0010 T. Balunis Docket Rulemaking 03/07/2016 Mot Assigned

TRAIN-2016-0011 J. Borges Dock=r Rulemaking 03/07/2016 50-AAQ1T

[l 2 LastRefreshed:08/02/201604:51:36 PM Save Search Results

Figure 19: The Docket List

Docket List
1. Click the Docket count or Inbox to access the Docket List.

2. Users can search within the Docket List by using a full or partial ID, Title,
or Type in the smart search bar. The list will auto-update as search criteria
is entered.

3. The Docket Filter provides additional options to narrow the list.

. ol . . .
4. Click the icon to access the Docket Tree to view accompanying
documents.

5. The Count reflects the total number of dockets in the list. The count will
auto-update when either searching within the docket list or if the Filter is
set to “ON".

6. Click the EE] icon to Expand or Shrink the column header/s displayed.

7. Clickthe . icon to Refresh the page to display the most recent
information.

8. Click the Save Search Results button to save the contents showing in the
Docket List as a CSV file or have a Full Export emailed to you (further
information on Full Export can be found in the Save Search Results
Export section).
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Notes
Document List

The Document List can be accessed by clicking the Document count (from the
Menu) or the Document tab when a user is in the Inbox.

& Inbox

Docket Document

search Documents

I

® TRAIN-2016-0003- Anonymous Comment  PUBLIC SUBMISSIONS  Pending_Post 07/12/2016  07/12/2016
== DRAFT-0005

P! TRAIN-2016-0032- Mass mail from Unite.. PUBLIC SUBMISSIONS  Pending_Post 05/10/2016  06/14/2016  Letter
== DRAFT-0002

TRAIN-2016-0034- Comment from Ana PUBLIC SUBMISSIONS  Pending_Post 05/10/2016  06/14/2016  Environmental
w DRAFT-0004 Graup
Comment

TRAIN-2016-0034- Comment from Angie  PUBLIC SUBMISSIONS  Pending_Post & Environmental
(1] DRAFT-0005 Group
Comment

Environmental

Save Search Results

Figure 20: The Document List

Document List

1. Click the Document count or the Document tab to access the Document
List.

2. Users can search within the Document List by using a full or partial ID,
Title, Type, or Status in the smart search bar. The list will auto-update as
search criteria is entered.

3. The Document Filter provides additional options to narrow the list.
. e . . .
4. Click the icon to access the Docket Tree to view associated
documents.

5. The Count reflects the total number of documents in the list. The count will
auto-update when either searching within the document list or if the Filter
is set to “ON”.

6. Clickthe ED icon to Expand or Shrink the column header/s displayed.

7. Clickthe . icon to Refresh the page to display the most current
information.

8. Click the L icon to Flag a document to indicate a follow-up or additional
review is needed. A flagged document can be Unflagged by clicking on

the L icon. See the Flagged Documents section for more information.

9. Click the Save Search Results button to save the contents showing in the

Document List as a CSV file or have a Full Export emailed to you (further
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Notes

Document List

information on Full Export can be found in the Save Search Results
Export section).

FR Feed

The FR Feed is available for users who have been added to the agency FR User
Group. The FR Feed receives Documents published from the Office of the Federal
Register and is used to temporarily store the FR Documents until they are moved to
a permanent Docket.

Menu

s

FR Feed

Documents Received via Federal Register

I

Figure 21: The FR Feed

FR Feed
1. Click the number count to view documents in the FR Feed.

2. The FR Document List is displayed on the left and the FR Document
Details are displayed in the content view on the right.

W Note: See the Moving the FR Document to the Docket section.

W Note: Agency Administrators add users to the FR User Group.
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Work Queue

The Work Queue is only available for Agency Administrators and Docket
Managers to facilitate assignments of multiple documents. The Work Queue is
presented in a split screen with the Document List appearing on the left and the
Document Center Summary in the content view on the right. The Work Queue is
only available if the Agency Document Center Group is activated which can be
done with assistance from the Help Desk. Some highlights of the Work Queue
include:

< Efficient management of assignments of large volumes of documents.

% Assists in even distribution of workload through overview of current
assignments among agency users.

% Ability to view metadata information of individual documents from within
the Work Queue.

F.
—m Work Queue

Documents from Dockets that you manage

Figure 22: The Work Queue

Accessing the Work Queue

1. From the Homepage Menu, select the Work Queue or click the number
count to view documents in the Work Queue.

Fdmsgov
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[ E Work Queue

Search Documents

Current Assignee

= DRAFT-0011

» ERULE-2015-0177-  Comment Jes
= DRAFT-0018

m ERULE-2015-0177-  Comment Dan
= DRAFT-0013

" ERULE-2015-0177-  Comment Emily
= DRAFT-0021

® ERULE-2015-0215-  Test doc20 copy 2
= DRAFT-0010

m ERULE-2015-0178-  FDMS Test Docume...
! DRAFT-0013

® ERULE-2015-0178-  FDMS Test Docume..
~ DRAFT-0014

ERULE-2015-021 5=y Testrloe20copy 3:

Last Refreshed:08/03/2016 12:28:38 PM

(ERULE) suBmMissioft

K, Brianna (ERULE)  PUBLIC
SUBMISSION

K, Brianna (ERULE)  PUBLIC
SUBMISSION

K, Brianna (ERULE)  PUBLIC
SUBMISSIOf

Admin, ERULE PUBLIC

(ERULE) SUBMISSIO]

B, Jennifer (ERULE)  PUBLIC
SUBMISSIOf

B, Jennifer (ERULE)  PUBLIC
SUBMISSIOY

Admin, ERULE PUBLIC
]

Save Search Results

Work Queue

Document Center Batch Options Document Details  Optional Details Submitter Info

document assi;

document assignments from alf Dockets.

Select d s P the Assign button.
youlimit tono more than 50 at atime.
[ user or Group mame MyDockets | All Dockets |
() 01, Manager (ERULE) 1 1164 @
() 02, Manager (ERULE) ] a3 @
() 03, Manager (ERULE) 3 4 @ | |Adduserstothe
—| DocumentCenter
(=) 04, Manager (ERULE) o s
(1 05, Manager (ERULE) 2 10 @
(1 07, Manager (ERULE) o 1 €]
() 08, Manager (ERULE) o 2 @
(010, Manager (ERULE) 76 103 =]
() 20, manager (ERULE) 9 37 Q@
() 21, manager (ERULE) 5 [ Qv

Documents Selected: 1 Assign To Me

Figure 23: Work Queue Document List and Document Center

Attachments

Assign To: 04, Manager (ERULE)

Accessing the Work Queue Continued...

W Note: The Work Queue Document List on the left has a Current
Assignee column which is not available in other Menu options.

W Note: The Document Filter contains an additional option to sort the
documents in the list by the current assignee.

2. Click the Save Search Results button to save the contents showing in the

Work Queue Document List as a CSV.

B Work Queue

Document Filter

Current Assignee

" ERULE-2015-0177-
=~ DRAFT-0018

P ERULE-2015-0177-
=~ DRAFT-0019

P ERULE-2015-0177-
=~ DRAFT-0021

P ERULE-2015-0215-
=~ DRAFT-0010

" ERULE-2015-0178~
= DRAFT-0013

P ERULE-2015-0178-
== DRAFT-0014

7 ERULE-2015-0215-

Comment Jes

Comment Emily

Test doc20 copy 2

FDMS Test Docume...| B, Jennifer (ERULE)

FDMS Test Docume...| B, Jennifer (ERULE)

(ERULE)

K, Brianna (ERULE)

K, Brianna (ERULE)

K, Brianna (ERULE) From:

Admin, ERULE
(ERULE)

: ] NOTICES [ oTHer

[] PROPOSED RULES [[] PUBLIC SUBMISSIONS

[ ruLES

-

: [ All status

-]
[-]

: [ All Date Ranges

[ 1@

Cancel

Test doc20Eopys

Admin, ERULE

[E 2 LastRefreshed:08/03/2016 12:28:38 PM

Pending_Post 1

[[] SUPPORTING & RELATED MATERIALS

To:

| Current Assignee: [AIIAssignees "I |

09/26/2015  09/26/2015

Save Search Results

Figure 24: Work Queue and Document Filter

Making Assignments from the Work Queue

1. Select one or more of the documents from the Document List using the
Ctrl and Shift keys.
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Making Assignments from the Work Queue
2. Users can either:

% Click the Assign to Me button at the bottom right of the content view to
assign the document(s) to themselves.

OR

% Select an individual or group from the Document Center on the right
and click the Assign to: button at the bottom right of the content view
to assign the document(s) to that individual or group.

3. Anindividual or group can be deleted from the Document Center list by
clicking on the @ licon.

4. Click the Select User button to add an individual user or group to the
Document Center list.

! Note: The Select a User or Group pop-up window appears when the
Select User/Group button is clicked.

“| selecta User or Group »
.

() Choose someone I've recently used W, Michelle (ERULE)
[ (_) Choose someone from my Contact List Writer, Rule (ERULE)

(*) Find another persan

LE Search: | My Agency | h |

For: | Individual [~

With last name starting with: Q

If a name is not displayed, it means that person is already a member of the Document Center.

| —— |AddroDocumemCenter| | Cancel |
T R TR TR e 37 -

Figure 25: Select a User or Group Pop-up Window

Making Assignments from the Work Queue Continued...

5. Select the applicable option in the Select a User or Group pop-up window
and click the user/group from the box on the right. The options are:

% Choose someone I've recently used
% Choose someone from my Contact List

% Find another person: can be used to find users not in the contact
list or recently used list. Users can search within their own Agency
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Making Assignments from the Work Queue Continued...

for an individual by last name and click the Q) icon to populate the

results in the window on the right.

6. Once an individual is selected click the Add to Document Center button
to add that user to the Document Center list.

W Note: The My Dockets column displays the number of documents a
user/group has been assigned by the current Assigned Docket Manager.

W Note: The All Dockets column shows the total number of documents

that a user/group has been assigned from all agency Dockets.

B Work Queue ERULE-2011-0003-DRAFT-0004 =
= Document Center  BatchOptions  Document Details  Optional Details itter info (4} issi
N - | O Vieusle nFeotonsom ¢ Dences e il
Search Documents
[io [iue . - Dacket ID: ERULE-2011-0003 ()
[ FRULERNTG00  Comment fom Do Adin Enle Dacket Title: FDMS Rule Writer Demenstration % (3)
DRAFT-0003 (ERULE) Document File: @
[ ERULE2011:0005- Admin, Erule
| DRAFT-0004 (RuLE) Docket Phase: Proposed Rule
o [ ERULE2o1 0003 Admin, Enule Phase Sequence: 1
DRAFT-0005 (ERULE) e A ©
@ g ERULE2011-0003-  FDMSTest Docume... Admin, Erule Original Document 1D: ERULE-2011-0003-DRAFT-0004
DRAFT-0008 (ERULE)
Current Document ID: ERULE-2011-0003-DRAFT-0004
o [ ERULERO11-0003  FDMS Test Docume.. Admin e
DRAFT-0012 ERULE) Title: Comment by Maria lbanez
*®
o [ FRULERNI0003  FONSTest Docume..  Admin Eule
DRAFT-0013 (ERULE)
Number of Attachments: 1
i [ FRULEZ0110003-  FOMS Test Docume.. Admin, Ele
DRAFT-0014 (ERULE) Abstract: o
o [ ERULERO11-0003-  FOMS Test Docume
DRAFT-005
T Document Type: PUBLIC SUBMISSIONS 4 (5)
e E chesuits (| b Favorites ™ Follow Up Viewaspor | 1

Figure 26: Document Tabs in the Work Queue

]

Processing Documents from the Work Queue

1. Selecting an individual document from the Document List will pull up
select document management tabs next to the Document Center
Summary and Batch Options tab in the content view.

2. Open the Document Details, Optional Details, Attachments, or

Permissions tab to edit metadata or perform an action while remaining in
the Work Queue.

W Note: The Submitter Info tab will also be available for Public

Submissions or Supporting and Related Materials with the Submitter Info
tab enabled.

W Note: Users are able to perform full Document management
functionality from the Work Queue. For more information on document
tabs see the Managing a Document section.
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My Favorites

My Favorites gives the user the ability to mark Docket and/or Documents as
favorites and store them in an area to be easily located. Dockets and Documents
can be removed from My Favorites at any time.

Menu

7 My Favorites

Your Favorite Dockets and Documents

t / Document

Figure 27: My Favorites

My Favorites

1. Click the applicable number count to view Dockets or Documents saved
as Favorites.

2. The Docket or Document List is displayed on the left and the Docket or
Document Details are displayed in the content view on the right.

i Note: See the Managing a Docket and Managing a Document
sections for instructions on adding or removing items from My Favorites.

W Note: Refer to the Batch Processing section to see how multiple
Dockets and Documents can be added to or removed from My Favorites.
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Recently Viewed

Recently Viewed displays the 100 most recently viewed Dockets and Documents
and benefits both frequent and infrequent FDMS users in locating their Dockets
and Documents. The 100 most recently accessed Dockets and Documents will
always be stored under Recently Viewed.

(¥) Recently Viewed

Your Most Recent Dockets and Documents

100 / 100

et / Document

Figure 28: Recently Viewed

Recently Viewed

1. Click the applicable number count to view Dockets or Documents stored
under Recently Viewed.

2. The Docket or Document List is displayed on the left and the Docket or
Document Details are displayed in the content view on the right.

W Note: Dockets and Documents are automatically added to Recently
Viewed upon being accessed.
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Flagged Documents

Flagged Documents displays the documents marked for follow-up, or to indicate
whether additional review is needed. As long as a user has permission to the
flagged Document, it is viewable to that user in Flagged Documents.

Menu

¥ Flagged Documents 13
Documents Flagged in your Agency
L }
= gt D t / Document

Figure 29: Flagged Documents

Flagged Documents
1. Click the number count to view all Documents in Flagged Documents.
2. The Document List is displayed on the left and the Document Details of
the first Document in the list is displayed in the content view on the right.

W Note: All agency users can flag or unflag documents.

W Note: Refer to the Batch Processing section to see how multiple
Dockets and Documents can be added to or removed from Flagged
Documents.
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Adding a Docket

Dockets can be quickly and easily created by Agency Administrators, Docket
Managers, and Records Managers. The Add Docket link is located above the
Quick Search bar.

Reports | Batch Jobs | Add Docket | Manager, Train | Logout

D Search [Pockets Q

Advanced Search

Figure 30: Add Docket Link

When creating a new Docket a few basic docket attributes will have to be entered
or selected such as Title, Docket Type, Phase Name, RIN, and Document
Assignments Template.

One of the FDMS Best Practices requires a RIN (Regulatory Identification Number)
to be applied to all Rulemaking Dockets. The RIN is then automatically applied to
all documents uploaded to the Docket. Each regulatory action retains the same
RIN throughout the entire rulemaking process.

e

Add Docket X

Input the basic docket fields to create the docket

Title: Rulemaking Docket * .
|

Docket Type: | Rulemaking | - | *

Phase Name: | Proposed Rule | - | *

Would you like to include (*) Yes () No
a RIN for this docket?:

RIN: [1111-TR33 *
Document Assignments | Agency Default Assignment Template | - |
Template:

| Create | | Cancel |

| I O The FURTS & 17 HeeaTe Wil gepiovyed h July JUTO. 1o eam
Figure 31: Add Docket Window

Adding a Docket
1. Click the Add Docket link, the Add Docket pop-up window appears.
Enter the Title of the Docket.

2
3. Select the Docket Type from the dropdown.
4

Select the applicable Phase Name from the dropdown.
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Adding a Docket

5. Click the Yes radio button if a RIN is available and enter the number. If the
RIN is not available, select the No radio button and the field will display a
value of Not Assigned (not shown here).

W Note: The RIN must be in the required standard format (e.g. ##7#7#-
XXz, 1111-AA22) and can be added after the Docket has been created.

6. Select the desired Document Assignments Template from the dropdown.

W Note: Document Assignment Templates are created and managed
by the Agency Administrator.

7. Click the Create button to create the Docket.

8. The New Docket is displayed on the left (Docket List) and the Docket
Details screen displays on the right to add and/or edit additional agency
specific metadata fields as shown below.

W Note: See the Managing a Docket section.

W Note: Agencies utilizing the records feature are able to apply a
Records Schedule while creating a Docket (not shown here).

B New Docket TRAIN-2016-0100 —
—
S Details Overview Related POC Permissions  Assignments A |
° (©) Viewable on Regulations.gov % Denotes Required Field -
[a]
Rulemaking Docket | 6 =
short Title: [ |®
| E
Rulemaking | *®
[ [-]®
Would you like to Include a RIN for (&) Yes () No
this Docket?: | ]
RIN: [1111-7m33 | #®
Keywordls): Edivadd | )
Bureau/Office: -] ®
(<]
E

Figure 32: New Docket Screen & Docket Details
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Managing a Docket

Users are able to access a Docket from several locations including the Homepage
Menu options, Docket Tree, and Search Results. The User's permission and/or
assignment determines whether the user has Write or Read-Only access to the
Docket.

Docket Details

Once a Docket is selected, the Docket Details tab displays on the right in the
content view.

TRAIN-2016-0094

ot
m Overview Related POC Permissions  Assignments IJ |

() viewable on Regulations.gov % Denotes Required Field A== | = |
[a]

Title: Proposed Rule 2016 ‘ % O
Short Title: | | ®
Abstract: A proposed regulation that will change the format of eRule training from (& O

verbal to telepathic to improve efficiency and clarity of knowledge v
Type: Rulemaking *O
Subtype: [ | - | O
Would you like to Include a RIN for (2) Yes (_) No
this Docket?:
RIN: [0302-Tra2 | #® —
Keyword(s): FDMS; Training Methods; Telepathy; Educational Reform; Curriculum

Development; The Future Edit/add O
Bureau/Office: O
Organization: | | O -

9 Favorites

Figure 33: Managing a Docket from the Details Screen

Docket Details
1. Select the desired Docket from the Menu options or the Search Results.

2. The split screen view is displayed with the Docket Details tab in the
content view on the right.

3. Enterin all applicable information.

7

% The @ icon indicates the field is publicly viewable on
Regulations.gov.

7

< The * icon indicates a required metadata field.

4. Click the H icon to add the Docket to My Favorites and click the icon
to remove the Docket from My Favorites.

5. Click the BiSulialacill button to generate a printer friendly format of the
details screen.
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Docket Details

6. Click the Save button to save the changes.

T
& Note: If the RIN is not available at the time of Docket creation it can
be updated in the Docket Details tab.

Docket Details Actions Menu

The Actions Menu dropdown provides multiple options to manage phase-

sequences within a Docket.

TRAIN-2016-0094

Related POC Permissi Assig) t
@ Viewable on Regulations.gov % Denotes Required Field
Add new phase-sequence
Tite: Proposed Rule 2016 ‘ * @ Set the current phase-sequence
Change a phase-sequence
Short Title: | | @ Delete a phase-sequence
— Bulk Extract
Abstract: A proposed regulation that will change the format of eRule training from |4 @
verbal to telepathic to improve efficiency and clarity of knowledge v
Type: | Rulemaking |'| *@

Figure 34: The Actions Dropdown on the Docket Details Screen

Add New Phase-Sequence

Add a New Phase-Sequence x

Select the phase. The next sequential number will be used for the sequence.

Phase Name: Froposed Rule | = |

| Create | | Cancel |

Figure 35: Adding a New Phase-Sequence

Add New Phase-Sequence
1. Select Add new phase-sequence from the Actions dropdown menu.

2. Select the applicable Phase Name from the dropdown menu in the pop-

up window.

3. Click the Create button to save the new phase.

W Note: The new phase will be set as the current phase in the Docket
Tree.
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Set Current Phase-Sequence

SetCument Phase-Sequence

Select the phase-sequence that is most currently active.

Current Phase-Sequences: | Notice - 1 | - |

| Select | | Cancel |

Figure 36: Set Current Phase-Sequence

Set Current Phase-Sequence

1. Select Set Current phase-sequence from the Actions dropdown menu.

2. Select the applicable Phase Name from the dropdown menu in the pop-

up window.

3. Click the Select button to set the phase.

W Note: The current phase will be displayed by default in the Docket

Tree.

Change a Phase-Sequence

Change Phase-Sequence

Select the phase-sequence to change and the new phase.

Current Phase-Sequences: | Motice - 1 | - |

Phase Name: | Proposed Rule |v|

| Change | | Cancel |

Figure 37: Change a Phase-Sequence

Change a Phase-Sequence

1. Select Change a phase-sequence from the Actions dropdown menu.

2. Select the Phase Name to be changed from the Current Phase-
Sequence dropdown menu in the pop-up window.

3. Select the new phase name from the Phase Name dropdown menu.

4. Click Change to save the new phase.

W Note: The new phase will be set to the current phase in the Docket

Tree.
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Delete a Phase-Sequence

Delete Phase-Sequence E

Select the empty phase-sequence to remove

Current Phase-Sequences: | Froposed Rule - 1 | - |

| Delete | | Cancel |

Figure 38: Delete a Phase-Sequence

Delete a Phase-Sequence

1. Select Delete a phase-sequence from the Actions dropdown menu.

2. Select the applicable Phase Name from the dropdown menu in the pop-
up window.

3. Click the Delete button to remove the phase.

! Note: The phase will be removed from the Docket Tree.

W Note: Only phases that are empty (i.e. do not contain any
Documents) can be deleted.

Bulk Extract

In FDMS 4, the assigned Docket Manager and all Agency Administrators are able to
perform a Bulk Extract from the Docket Details Actions dropdown. The Bulk

Extract function enables an agency to extract document metadata and any
associated files for review outside of FDMS.

TRAIN-2016-0094

~ Details | Overview Related POC Permissi Assi t R
@ Viewable on Regulations.gov % Denctes Required Field Actions = l

Add new phase-sequence

Title: Proposed Rule 2016 ‘ *@ Set the current phase-sequence
Change a phase-sequence

Short Title: | | @ Delete a phase-sequence

. Bulk Extract
Abstract: A proposed regulation that will change the format of eRule training from &
verbal to telepathic to improve efficiency and clarity of knowledge
Type: | Rulemaking - | *©®

Figure 39: Accessing the Bulk Extract Function

Bulk Extract

1. Select Bulk Extract from the Actions dropdown menu. The Bulk Extract
pop-up window appears as shown below.
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F_

Bulk Extract: TRAIN-2016-0094 X

w Bulk Extract the Docket: TRAIN-2016-0094

The Beginning and Ending Date Received will define a date range
for the documents. Either the Beginning and/or Ending dates may
be omitted to define an open ended range.

Document Type: All Documents | > *

All Decuments

Beginning Date Received: | pyhlic Submissions

" Ending Date Received:

Output Options: (®) Agency View () Public view

[] only outpur the spreadsheet with the metadata

| Next > | | Cancel |

Figure 40: Bulk Extract Pop-up Window

Bulk Extract Continued...

2.

Select the Document Type to be bulk extracted from the dropdown. The
options are:

7

% All Documents (All types of Documents in the Docket), and

7

« Public Submissions

Select the Beginning and Ending Date Received to define a date range
for extraction.

Select the Output Options:

% Agency View - Extracts all posted and unposted documents that
an agency user can view in FDMS

% Public View — Only extracts posted unrestricted documents that
the public can view on Regulations.gov

% Metadata Only — Click the check box next to Only output the
spreadsheet with the metadata to extract the metadata
information only

Click the Next button to continue or Cancel to cancel the Bulk Extract.

Verify or update the Email Address where the extracted zip file needs to
be sent on the next screen. It is defaulted to the email associated with the
user's account.

Click the Previous button to go back to the screen shown above, Submit
to submit the Bulk Extract request, or Cancel to cancel the Bulk Extract.

W Note: This screen also displays the number of Documents and the
total approximate size of the Documents being extracted.
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Bulk Extract: TRAIN-2016-0094 x

—pen

W Bulk Extract the Docket: TRAIN-2016-0094

There are currently 31 documents that match your selection

| criteria with a total size of approximately 2 ME. Actual results will
vary with changes made to the docket between now and the time
the export job runs.

The system will send you an email at the below address from your
personal profile when the export file is available. 1t will contain
instructions on how to download the file. Please make sure the
address is correct. If you do not receive an email within the next
business day please contact the help desk.

|| Email Address: example@email. com *

IcPreviousl I Submit | [ Cancel |

Figure 41: Bulk Extract Confirmation Window

FDMS processes the Bulk Extract request and returns an email with the extracted
documents within 24 hours. The extracted documents are organized into a File
Package and compressed into a zip file. The email contains a link to the File
Package.

Enterprise solution fo

Vnm.mwh—mm
Click on the tracking number to download your files

Sender's Name: FDMSEXTRACT

Link to download: https:/filetransfer fdms pov/feweb/GET/Z1ZB285A2810KFRA

Please use the following PIN number to download the files: 408691

For security reasons. the file will be downloaded with the z1p extension. After your file

download i complete, open the folder where you saved the file and rename the file with the

extension changed from 'z1p' to 'zip'.

Yous file package will be available for 14 days.

Unable to apen the link? mmmn--ﬁmm”
mhwmmmpmwmmmm@ is ready to be

Message from Sender: d« wmnrnnmmmmﬂommw

Itmhmn!nzllp-m file and content files compressed using a zip format.

Files Sent with Package: Search-Documents-08_30_2016-04_29_37000PM_zlp

Total File Size: 1KB

Figure 42: Receiving a File Package from FDMS Extract

Receiving and Extracting the Bulk Documents

1. Open the email sent from FDMS Extract and subject line: “You have
received a FileCatalyst Webmail package from FDMS EXTRACT".

2. Locate the PIN and write it down. This number will be required to access
the file download.

3. Click the Package Tracking # to initiate the download process.

4. Enter the PIN from step two into the field on the Please complete your
download screen, and click Submit.
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Welcome @Hep (U Logout

- Contact
.I Administrator

Please complete your download
These files require a pin number for download.
If you do not know the pin, please refer to pin number as attached with the email.

Submit

Figure 43: Please Complete Your Download Screen

Welcome @Hep (U Logout

- Contact
.I Administrator

FDMS EXTRACT has sent you 1 file(s).

To download using Java Applet, click en the button above

Download Individual Files

“*

File Name 4 File Size

Search-Documents-08_30_2016-04_29_37000PM.z1p 138.0 bytes

Figure 44: FDMS EXTRACT Download Screen

Receiving and Extracting the Bulk Documents Continued...
5. Click the file name to download the extracted package.

6. Change the package file extension from “z1p” to ".zip” and save the file.

= Note: The file is downloaded with the extension “z1p” for security
purposes.
7. Extract/unzip the files from the “.zip” file. The file contains:

% Afolder — contains the individual files and attachments associated
with the bulk extracted documents

% An Excel spreadsheet — contains metadata fields pertaining to the
bulk extracted documents and links to those documents and
attachments

! Note: The folder and spreadsheet must be housed in the same folder
for document and attachment links to function properly.
8. Open the Excel spreadsheet.
% Each extracted document's metadata is presented in columns
% For Public Submission documents, the link in the Document ID
column will open the cover page (HTML file). For FR Documents,

Supporting and Related Materials, and Other Documents, the link
will open the first document attachment.

% The link in the attachments column routes users to the
Attachments spreadsheet, where individual attachment Titles can
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Receiving and Extracting the Bulk Documents Continued...

be clicked to view the attachments in their native file format.

B c D E F 3 H | J K -
Submitter
1 Document ID Original Document ID Attachments RIN Title DocumentType  DocumentSubtype Information  Comment On DoclD Status
2 |ERULE-2013-0030-DRAFT-0002 ERULE-2013-0030-DRAFT-0002  See 1attachments 1234-LL41 Mass Mail Campaign from  PUBLIC SUBMISSIONS  Public Comment Yes ERULE-2013-0030-0001 Pending_Post
Mass Mail Campaign from
3 |ERULE-2013-0030-DRAFT-0003 ERULE-2013-0030-DRAFT-0003  See Sattachments 1234-L141 the UCA PUBLIC SUBMISSIONS  Public Comment Yes ERULE-2013-0030-0001 Pending_Post
Mass Mail Campaign from Advisory Opinion
4 ERULE-2013-0030-DRAFT-0004 ERULE-2013-0030-DRAFT-0004  Seelattachments 1234-L41 theUCA PUBLIC SUBMISSIONS  Petition Yes ERULE-2013-0030-0001 Pending_Post
Mass Mail Campaign from Advisory Opinion
5 |ERULE-2013-0030-DRAFT-0005 ERULE-2012-0030-DRAFT-0005  See 1attachments 1234-L41 theUCA PUBLIC SUBMISSIONS _ Petition Yes ERULE-2013-0030-0001 Deferred
Advisory Opinion
6 |ERULE-2013-0030-DRAFT-0009 ERULE-2013-0030-DRAFT-0009  Seelattachments 1224-LL41 change PUBLIC SUBMISSIONS _ Petition Yes ERULE-2013-0030-0001 Pending_Post
7 |ERULE-2013-0030-DRAFT-0011 ERULE-2013-0030-DRAFT-0011  See 1attachments 1234-LL41 Mass Mail Campaign from  PUBLIC SUBMISSIONS  Public Comment Yes ERULE-2013-0030-0001 Pending_Post =
4 ... | Rulemaking-Public Submission | Rulemaking-Supporting Docs | Attachments @ 4 3

Figure 45: Bulk Extract Spreadsheet

Docket Overview

The Docket Overview tab gives users a snapshot of docket contents by Phase-
Sequence and Document Type. Document counts are organized in three columns:

% Received: Documents in active statuses such as Pending Post or any

agency specific status.
% Posted: Documents Posted to Regulations.gov
% Inactive: Documents in Withdrawn, Do Not Post, or Deferred status.

Users may click one of the hyperlinked numbers in any column to pull up a search

result list with the corresponding documents.

TRAIN-2016-0094 e

L
Details m Related POC Permissions  Assignments d |
[a]
Docket Contents by Phase-Sequence sl & Denotes Current Phase ||
FR Documents Public Submissions ‘ Supporting Documents
Phase-Sequence | Received Posted Inactive ‘ Received | Posted | Inactive ‘ Received | Posted | Inactive
Notice-1 1 4
Proposed Rule-1 E 4 1 14 & 1 4
Docket Contents by Document Type
| Status L
Document Type | Received Posted Inactive
Notices 1
Proposed Rules 1
Public Submissions 14 6
Supporting & Related Materials 1 8
[v|
-« >
Save

Y Favorites

Figure 46: Docket Overview Tab
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Related Dockets

The Related Dockets tab allows users to add and maintain a list of the docket/s
related to the current docket.

TRAIN-2016-0094

=
Details Overview m FOC Permissions  Assignments IJ |

Other Dockets related to this Docket

[»]

ﬁ Add Related Docket

P |
Order |lID Title | Type | RIN | Created |
= TRAIN-2016-0012 Grace Reddish Docket Rulemaking 1111-AA11 03/07/2016 (&)
2 TRAIN-2016-0035 DMW May 17 Rulemaking 1111-A411 0511772016 &
3 TRAIN-2016-0078 Deduplication/Auto ... Rulemaking T111-AAT1 07/19/2016 @

W Favorites

Figure 47: Related Dockets Tab

Selecta Docket H
Agency ID: | TRAIN - Keyword Search: Docket ID Search: 0001 Search
o
[ | Title Type RIN | Created
o M
TRAIN-2016-0001 Test Docket 1 Monrulemaking 02/05/2016
[
Ok | { Cancel
L

Figure 48: Select a Docket Pop-up Window

Related Dockets
1. Click the Add Related Docket button to add a related docket to the current
docket.

2. From the Select a Docket window (as shown above), search for the
related docket by Keyword or with a full or partial Docket ID, and click
Search. Utilize the Agency ID dropdown if searching for a Docket in
another agency.

3. Select the desired Docket from the results and click the OK button.

4. Once the docket is added, click the Save button in the Related Dockets
tab to save the changes.

5. Double click on the order column to select/enter the desired order number
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if there are multiple related dockets.

6. Click the related docket ID to navigate to the related docket.

W Note: Both dockets will appear as related dockets in their respective
Related Dockets tab.

W Note: If the related docket belongs to another agency, a user will be
able to view only the posted documents in read only capacity unless write
permissions are granted by that other agency.

W Note: The related docket information is viewable to the public on
Regulations.gov.

7. Clickthe @ icon to delete an existing related docket.

Point of Contact (POC)

The POC tab allows FDMS users to view and/or manage the Docket Point of
Contact (POC) information. A Docket can have more than one POC. Docket
Managers and Agency Administrators are able to add/edit Docket POC’s while Rule
Writers, Docket Staff, and Agency Viewers are only able to view the information.

-
TRAIN-2016-0094 —
-
Details Overview Related POC Permissions  Assignments I-l |
Docket Point of Contact () Viewable on Regulations.gav|
[4]
*Note: The first two Docket Points of Contact (POC) that have "View on Regulations.gov” checked will appear on the Docket Folder
Summary Page for this Docket on Regulations.gov.
ﬁ Add Docket POC
Order ||Firﬂ Mame | Last Name | Title E-mail Address Phone Numb | *View on Regulati gov | |
1 loe Green Supervisor  email@email.com 555-555-5555 M@ Edit @
2 Jack Sparrow Captain black.pearl@carribean.co  555-555-5555 | Edit @
3 Doctor Who Manager email@tardis.net 555-555-5555 O Edit @
v
Y Favorites Save

Figure 49: Docket POC Tab

Point of Contact (POC)
1. Selectthe POC tab to access the Point of Contact information.
2. Click the Add Docket POC button, the Add Docket POC window opens.
3. Utilize the applicable option in the Add Docket POC pop-up window and
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Point of Contact (POC)
select the correct user from the box on the right. The options are:
% Choose a POC | have recently used

% Find another POC: use this option to search for a POC not on the
recently used list

% Create a new POC: select this option and click the Add/Create
button to add new POC information in the Update/Create Docket
POC window. Click the Submit button after all the required
metadata have been filled to create the new POC.

2 Note: As indicated by the ® icon, the first two POC's that have View
on Regulations.gov checked will appear in the Docket Folder Summary
Page for this docket on Regulations.gov.

4. Click the Edit link to update the POC information.

W Note: Edits to a POC will be updated for all dockets currently using
that individual’s contact information.

5. Click the @ icon to delete a POC.

e
' Note: The POC deletion from this tab only rermoves the POC from the
current docket.

6. Double click on the order number a POC to enter/select the desired order
in case of multiple POC's.

7. Click the Save button once the POC is added or edited.

Add Docket POC x

t
“ (*) Choose a POC | have recently used Black, Bob (bob.black@train.gov) "
Y
() Find another POC Hood, Robin (robin.hood@sherwoodforest.com
Search names starting with: Sparrow, Jack (black pearl@carribean.com)

— Wheo, Doctor (email@tardis.net)
() Create a new POC

™~

Figure 50: Add Docket POC Window

- I

|Add;‘Create| | Cancel |
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il Overvisw Ralated POC Parmiccinm Aecinnmeante
Update/Create Docket POC ®
[4]
.1 Prefix: ‘ | e
a
First Name: ‘ | * _,q
- | First name must contain a value E
b g
| Middle Name: ‘ | [
Last Name: ‘ | *
Last name must contain a value
| Suffix: ‘ | 3
Title: \ | *
Title must contain a value
Street Address:
City: L
—— —
\ [ Submit | [ Cancel |
Figure 51: Update/Create Docket POC Window
Permissions

The Permissions tab is used to apply desired user permissions to the Docket. The
default option allows all agency FDMS users to access the docket. Users also have
the option to limit permissions to specific individuals and/or groups besides the
Assigned Docket Manager and Rule Writer. In addition:

% The Agency Administrators and Records Managers will always have
write access to the docket.

% Agency Viewers can only have read access to the docket.

% Users from other agencies have read only access to posted documents

within the docket unless they are specifically granted write permissions.

TRAIN-2016-0094

Details

Overview Related Assignments

Set Permissions for this Docket

Agency Administrators and Records Managers will always have write access to the docket,
Agency viewers can only have read access to the docket.
Users from other agencies have read access to posted items in the docket.

() Use default permissions: all agency users will be given permissions to access this docket

() Only grant permissions to the assigned docket manager, rule writer and individuals or groups selected here:

User or Group Name | Read | Write | Select User/Group
Manager, Train (TRAIN) @] (=)
Writer, Train (TRAIN) _ .
v Favorites save |

Figure 52: Docket Permissions Screen with the Non-Default Option Selected
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Select a User or Group »

() Choose someone or some group |'ve recently used Manager, Train (TRAIN]

() Choose someone or some group from my Contact List

| Find another person or group

Search: | My Agency | i |

Far: | Individual | - |

With last name starting with: | manager Q

ﬁ | Grant Permission | | Cancel |

Figure 53: Select a User or Group Window

Setting Permissions on a Docket

1
2.

6.

Click the Permissions tab to view current Docket permission settings.

The default permissions allows all FDMS users in the agency to access
the Docket.

The second option, “Only grant permissions to the assigned docket
manager, rule writer and individuals or groups selected here”, is used
to restrict access to the docket and only enable specific individuals/groups
to access the docket.

W Note: The User or Group Name section appears when the second
option is selected and displays a list of users/groups that can currently
access the docket.

Click the Select User/Group button located to the right of the User or
Group Name box to find other individual users and/or groups to add to
the permissions list.

Select the applicable option in the Select a User or Group pop-up window
and click the user/group from the box on the right. The options are:

% Choose someone or some group I've recently used
% Choose someone or some group from my Contact List

% Find another person or group: can be used to find users/groups
not in the contact list or recently used list. Users can search within
their own Agency, Department, Other Agencies (by selecting a
specific agency acronym), or FDMS Globally. Users must then

search for an individual or a group and finally click the “liconto
populate the results in the window on the right.

Once an individual user or group is selected, click the Grant Permission
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Setting Permissions on a Docket
button to add user/s to the permissions list.

7. Select the appropriate permissions level (read/write) on the newly
updated User or Group Name section.

8. Click the @ icon to delete a user from the permissions list.

9. Click the Save button to save all changes.

Assignments

Document Assignments can be managed at the Docket level, by Docket Managers
and Agency Administrators, from the Assignments tab. Assigned Docket Managers
and Assigned Rule Writers are able to access the Docket from their Inbox. Assigned
Docket Managers will also be able to:

% Manage document assignments from the Work Queue located in the
Homepage Menu (refer to the Work Queue section)
% Run/Re-run Deduplication and Auto Categorization from the FR Document

(refer to the Comment Deduplication and Auto Categorization sections)

TRAIN-2016-0094

Details Overview Related POC Permissions
Set the Document Assignments to use in this Docket
Assigned Docket Manager: | Manager, Train (TRAIN) | 2 |
Assigned Rule Writer: | Writer, Train (TRAIN) | . |
The document will be re-assigned to the specified user/group when the status changes.
Document Status | Assignee Select User/Group
Pending_Post Clear Assignee
DoMotPost
Select one or more status
Deferred rows, then assign to a user/
group or clear the assignee.
In_Review Whriter, Train (TRAIN)
- —
* Favorites Save

Figure 54: Assignments Tab

Assignments
1. Select the Assigned Docket Manager from the dropdown.

2. Select the Assigned Rule Writer from the dropdown.

W Note: Multiple people can be set as the Assigned Docket Manager or

Rule Writer by assigning the role to a Group created by the Agency
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Assignments
Administrator.

3. Select one or more Document Statuses using the Ctrl or Alt keys and
then click the Select User/Group button to make the new assignments or
click the Clear Assignee button to delete existing assignment/s.

Select a User or Group E
() Assign it to me TRAIN Docket Managers

(_) Choose someone or some group I've recently used TRAIN FR Group

(_) Choose someone or some group from my Contact List TRAIN Rule Writers

0

) Find another person or group

Search: | My Agency | T |

For: | Group | - |

With group name starting with: I:l Q

P N

Figure 55: Select a User or Group Pop-up Window

| MakeAssignmenr| | Cancel |

Assignments Continued...

4. Select the applicable option in the Select a User or Group pop-up window
and click the user/group from the box on the right. The options are:

% Assign it to me

% Choose someone or some group I've recently used

% Choose someone or some group from my Contact List

% Find another person or group: can be used to find users/groups
not in the contact list or recently used list. Users can search within
their own Agency for an individual or a group and click the “licon
to populate the results in the window on the right.

5. Once the individual user or group is selected, click the Make Assignment
button to assign the Documents in the selected status(es).

6. Once the assignments are made, click the Save button to save the
changes.
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Moving the FR Document to the Docket

The Office of the Federal Register publishes the FR Documents simultaneously in
two locations: Regulations.gov, the sister site of FDMS where the public goes to
view FR Documents and submit comments on them; and FDMS.gov, where federal
agencies manage the public comments that they receive.

Moving the FR Document into the docket is a very important step on the agency

side as it enables FDMS users to review and post electronic public submissions or
comments.

"B FR Feed TRAIN_FRDOC_0001-0026

Search Documents

Document Details Attachments (0) Permissions

Optional Details

() viewable on Regulations.gov % Denotes Required Field l

TRAIN_FRDOC_0001 ()

Recently Posted TRAIN Rules and Notices. % ()
Docket Phase: Interim Rule
\ TRAIN_FRDOC_000  Training FR .. PROPOSED RULES Phase Sequence: =
"@ 1-0029 Auence:
RIN: ®
‘ TRAIN_FRDOC_000 K. Smith FR .. NOTICES. Posted
L n e 1 Original Document ID:  TRAIN_FRDOC_0001-0026
: Current DocumentID:  TRAIN_FRDOC_0001-0026
P [ PANFR0C000 L SadeghiFR.. NOTICES. Posted
1-0035 Title: Training FR Document 522
P [ ANFRO0C000  Taining R PROPOSEDRULES  Posted *®
1-0036
Number of Attachments: 0 B
P [ ANFR0C000  DiEragdonrR.. NOTICES. Posted
10037 Topicis): ®
P [ PANFROOCO000  Taining R PROPOSEDRULES  Posted Document Type: PROPOSED RULES (D)
10038
[ | [selecyedit subtype | &

f@ 2 LastRefreshed:09/20/2016 04:52:23 PM Save Search Results v Favorites [ Follow Up View as PDF H Save

Figure 56: Moving the FR Document

Searching for a Destination Docket

1. Select the applicable FR Document from the Document List in the FR
Feed (located in the Menu section of the Homepage).

2. From the Document Details tab (in the content view), click the Actions
dropdown and select Move.

3. The Move Document pop-up window is displayed (shown below).

4. Click the Select Docket button to search for a docket.

h Move Document TRAIN_FRDOC_0001-0026 %

Select a docket phase and sequence where to move the document

| Docketip: Select Dacket | il ———
Phase Name: [ —Select a Phase— | - |
Sequence: [ —Select a Sequence— | = |

Move Cancel

— - T Y
Figure 57: Searching for a Destination Docket
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T Wowe Doriment TEAIN FENOC (007 (096 X 1

Selecta Docket X
Keyword Search: demo Docket ID Search: Search

D Title Type | RIN Created

TRAIN-2016-0025 55A Demo Rulemaking Not Assigned 04/08/2016

TRAIN-2016-0099 DM Demo 9/13 Rulemaking 1111-AA11 09/13/2016

| Ok | | Cancel
——

Figure 58: Selecting a Destination Docket

Searching for a Destination Docket Continued...
5. The Select a docket pop-up window is displayed.
6. Enter Keywords and/or a Full or Partial Docket ID in the respective fields.
7. Click the Search button and the search results are displayed.
8. Select the appropriate docket and click Ok.
9. The Docket ID and Title are displayed on the Move Document pop-up.

Move Document TRAIN_FRDOC_0001-0026 »®

Select a docket phase and sequence where to move the document

L Docket ID: TRAIN-2016-0099 Select Docket

DM Demo 9413

Phase Name: | Proposed Rule | = |

Sequence: | 1 | - |

~| Move | | Cancel |

Figure 59: Moving the FR Document

Moving the FR Document to the Destination Docket
10. Select the appropriate Phase Name from the dropdown.
11. Select the appropriate Sequence from the dropdown.
12. Click the Move button to confirm the action.

13. The Confirmation message pop-up window displays (not shown), click
Continue to confirm the move.
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Adding a Document

All roles (excluding Agency Viewers) are able to quickly and easily create
documents in FDMS. Documents are added from within the Docket Tree by using
the Add Doc/Bulk Import button. Users are able to create a single primary
document with or without attachments or Bulk Import multiple primary
documents.

P8 Docket Tree

Docket: TRAIN-2016-0044

Group By: Phase-Seque... ﬂ Add Doc/Bulk Impart

Search Docket Tree by Keyword

» (] Notice-1

Figure 60: The Add Doc/Bulk Import Button in the Docket Tree

Add New Document or Run A Bulk Import H3

Input the basic document fields to create the document(s)

Select what you would (#) Add Document - Add one Document to the Docketwith or without attachments
o i :

like to do: () Bulk Import - Add more than one Document to the Docket
|
4| Document Type: [ PUBLIC SUBMISSIONS [-] *
¥ Comment on Doc: |TRAIN-201 6-0044-0003 | [ Search Documents |

Training FR Document 619

File(s) to Upload: | File Name Titie Size |

i 1 FDMS Test Document#1.doc FOMS Test Document #1 235KB @
2 FDMS Test Document#2.doc FDOMS Test Document #2 235KB @

Total Size of 2 Selected File(s): 47.0 KB

I Browse...

Please Note: Some agencies may expenence izsues with larger file imports fover 100 filez). If you do expenence any izzues adding
documents or importing please confact the help desk so that we may investigate further.

[ Add Document | [ Cancel |

Figure 61: Add New Document Window

Adding a Public Submission Document
1. From the Docket Tree, click the Add Doc/Bulk Import button.
2. The Add New Document or Run a Bulk Import pop-up window displays.

3. On the Select what you would like to do section, click the radio button
next to the Add Document option to create a document with or without
attachment(s).
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Adding a Public Submission Document

4.

10.

11.

Select the Document Type - Public Submissions from the dropdown. The
Comment on Doc (FR) field is displayed.

Click the Search Documents button and the Set Comment-on FR
Document ID pop-up window displays (shown below).

Enter a Full or Partial ID to search for the FR Document or select the
applicable FR Document from the list and then click Ok.

The Add New Document or Run a Bulk Import pop-up window displays

with the selected FR Document information.

To add attachments to the public submission, click the Browse button to
search and locate the applicable file(s).

& Nore: An y files uploaded while adding a public submission
document become attachments to the system generated HTML file which
contains some metadata fields and the comment box.

Double click the Title of the Attachment in the File(s) to Upload section to
edit the title before uploading.

Click the Add Document button to add the document and its
attachment(s).

The Docket Tree displays on the left and the Document Details screen
displays in the content view on the right allowing the user to add/edit
additional agency specific metadata (not shown here).

& Nore: Public submission documents cannot be added if a posted FR
Document has not been moved to a docket.

T
' Note: The system automatically locates any FR Documents within the
phase-sequence of the docket.

e
' Note: To attach additional files to an existing primary docurment, see
the section on

Attachments.

Fdms.gov
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b Set Comment-on Document Id x
| Please select a document
Fol
Keywaord Search: I:I Document ID Search: | [ search |
Document ID | Title | Document Type | Date Posted
il
TRAIN-2016-0012-0003 FR Document PROPOSED RULES 06/14/2016
[ ok | [ Cancel
———
Figure 62: Searching for the FR Document Being Commented On
[Doc/Bum import_|

Add New Document or Run A Bulk Im port x

Input the basic document fields to create the document(s)

Select what you would (*) Add Document - Add one Document to the Docket with or without attachments

] ke to do: (_) Bulk Import - Add more than one Documentto the Docket
Document Type: [ SUPPORTING & RELATED MATERIA.. |~ | *
ﬂ [ Include Submitter Information
File(s) to Upload: | File Name Title Size |
1 Supporing Document. pdf Supporting Document 852 KB @
2 TestDocumentxlsx TestDocument 35KE @

Total Size of 2 Selected File(s ). 937 KB

Browse._..

Please Mote: Some agencies may expenence izzues with [arger file importz jover 100 filez). If you do expenence any izzues adding
documents or importing please contact the help desk zo that we may investigate further.

[MdDocument| [ Cancel |

W e

Figure 63: Adding a Supporting and Related Materials Document

Adding Supporting and Related Materials

W Note: Including Submitter Information is optional for Supporting and
Related Materials and OTHER document types. This option is only
available if enabled by the Agency Administrator in agency configurations.

W Note: When adding a Supporting or Other Document, the first file
uploaded will be the primary document and the rest are attachments to
the primary document when Submitter Information is disabled.
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Bulk Importing Documents

The Bulk Import feature allows users to import multiple primary documents
simultaneously into FDMS. The Bulk Import can be executed from within the
Docket Tree.

Bulk Importing Documents

1. From the top of the Docket Tree, next to the Group By dropdown options,
click the Add Doc/Bulk Import button as shown in the Adding a
Document section.

2. The Add New Document or Run A Bulk Import window displays.

Add New Document or Run A Bulk Import Xx

- Input the basic document fields to create the document(s)

||| select what youwould () Add Document - Add one Documentto the Docket with or without attachments

like to do: —
theto do (=) Bulk Import - Add more than one Documentto the Docket
Document Type: [ PUBLIC SUBMISSIONS [-] *
CommentonDoc: | TRAIN-2016-0094-0001 | [ search Documents |
FR Document
File(s) to Upload: | File Name Title Size | *
1 FDMS Test Document#1.doc | Comment from Andy Scarlet 235KB @ k|
2 FDMS Test Document#2.doc Comment from Blake Sienna 235 KB @
3 FDMS Test Document#3.doc Commentfrom Carter Chartreuse 235 KB @
4 FDMS Test Document#4.doc Comment from Danielle Hunter 235 KB @
5 FDMS Test Document#1.doc Commentfrom Ellen Indigo 235 KB @ v

Total Size of 8 Selected File(s): 188.0 KB

Browse...

Please Note: Some agencies may expensnce jizsuss with farger file importsz fover 100 filez). If you do expenence any izsues adaing
documentz or importing pleaze confact the help desk 2o that we may investigate further.

[Bulklmport| [ Cancel |

T
LR [

Figure 64: Running a Bulk Import

Bulk Importing Documents Continued...
3. On the Select what you would like to do section, click the radio button
next to the Bulk Import option to add more than one document to the
docket simultaneously.

W Note: The File(s) to Upload section becomes a required field
prompting users to upload files to be bulk imported.

4. Select the Document Type from the dropdown. The Comment on Doc
field is displayed when the document type Public Submissions is
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Bulk Importing Documents Continued...
selected.
Step 5 - 7 applicable when bulk importing public submission documents.

5. Click the Search Documents button and the Set Comment-on FR
Document ID pop-up window displays.

6. Enter a Full or Partial ID to search for the FR Document or select the
applicable FR Document from the list and then click Ok.

7. The Add New Document or Run a Bulk Import pop-up window displays
with the selected FR Document information.

8. Click the Browse button to locate and upload the applicable files from the
computer, shared drive or other external memory devices. Once the files
are located, select the files to be uploaded and click the OK button.

9. Double click the Title of the document in the File(s) to Upload section to
edit the title before uploading.

10. To remove a filg, click the @TI icon prior to the bulk import.

11. Click the Bulk Import button to complete the bulk import process.

W Note: A progress bar displays the status of the bulk import

12. The Docket Tree displays on the left and the Document Details screen of
the first bulk imported document displays on the right allowing user to
add/edit additional agency specific metadata information.

. Docket Tree TRAIN-2016-0094-DRAFT-0002 -

D Details i | Details i Info Attach ts (1)

Docket: TRAIN-2016-0094

Group By: [FTSE— - Add Doc/Bulk Import (D) Viewable on Regulations.gov % Denotes Required Field -
[a]
Search Docket Tree by Keyword Docket ID: TRAIN-2016-0094 () =

v (3 Proposed Rule-1 Dockat Title: Proposed Rule 2016 % (T)

v (3 TRAIN-2016-0094-DRAFT-0001 (8) Document File: @

v [y In_Review (8)

Docket Phase: Propased Rule

Phase Sequence: 1

) TRAIN-2016-0094-DRAFT-0003 II
RIN: Not Assigned ()
) TRAIN-2016-0094-DRAFT-0004 —|
Original Document ID: TRAIN-2016-0094-DRAFT-0002
) TRAIN-2016-0094-DRAFT-0005
Current Document 1D: TRAIN-2016-0094-DRAFT-0002
) TRAIN-2016-0094-DRAFT-0006
Title: Comment from Andy Scarlet
) TRAIN-2016-0094-DRAFT-0007 *®
) TRAIN-2016-0094-DRAFT-0008
) TRAIN-2016-0094-DRAFT-0009 Number of Attachments: 1
Abstract:
[«+] E +r Favorites ‘“ Follow Up

Figure 65: Docket Tree Displaying the First Bulk Imported Document
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Managing a Document

Once a document is added, users can manage, edit, add attachments, and update

the document information.

Document Details

The Docket Tree is on the left and the Document Management tabs are displayed

in the content view.

Docket: TRA 016-0094

TRAIN-2016-0094-DRAFT-0007

Details

Info A ()

Phase-seque.. | v | Add Doc/Bulkimport

Search Docket Tree by Keyword Search

Clear Docket ID:

» (1] Notice-1
¥ [y Proposed Rule-1
v [ TRAIN-2016-0094-0001 (20)
» (] Deferred (4)
» () DoNotPost (2)
v 3 In_Review (10)

L) TRAIN-2016-0094-DRAFT-0009
| TRAIN-2016-0094-DRAFT-0019
) TRAIN-2016-0094-DRAFT-0020
L) TRAIN-2016-0094-DRAFT-0021
| TRAIN-2016-0094-DRAFT-0023
| TRAIN-2016-0094-DRAFT-0024
L) TRAIN-2016-0094-DRAFT-0026
| TRAIN-2016-0094-DRAFT-0027
| 1 TRAIN-2016-0094-DRAFT-0029

Iy Docket Title:
Document File:
Docket Phase:

Phase Sequence:

RIN:

(© Viewable on Regulations.gov % Denotes Required Field — [actions [ +]

TRAIN-2016-0084 ()
Proposed Rule 2016 % ()

o

Proposed Rule
f

0302-TR42 ()

||| original Document ID:

Current Document ID:

TRAIN-2016-0094-DRAFT-0007
TRAIN-2016-0094-DRAFT-0007

Title:

Number of Attachments:

Abstract:

Document Type:

Decument Subtype:

v

Comment from Frank Navy

*®

I | [setegfit subtype | ©

PUBLIC SUBMISSIONS % ()

4

on[ =]

v Favorites

™ Follow Up

Figure 66: Docket Tree and Document Details

Document Details

1

Select a Document from the Document List located on one of the Menu
options or the Search Results. If accessing the document from the Docket
Tree, click the Docket ID.

The split screen view is displayed with the Document Details tab in the
content view on the right.

Enter/update all applicable information.

7

% The @ icon indicates the field is publicly viewable on
Regulations.gov.

7

< The * icon indicates a required metadata field.

Click the H icon to add the Document to My Favorites and click the ﬂ
icon to remove the Document from My Favorites.

m

Click the * icon to Flag a document to indicate a follow-up or additional

review is needed. A flagged document can be Unflagged by clicking on

the e icon. See the

Flagged Documents section for more information.
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Document Details

7.

Click the Post button to post the document to Regulations.gov.

T ) n .
S Note: If the Post button is greyed out, hover over the icon to view
the reason.

Click the Save button to save the changes.

Click the BSuiESiasdl button to generate a printer friendly format of the
detalls screen.

! Note: Once the document is posted, a permanent Document ID s
generated. The original draft ID will also be displayed in the Document
Details screen.

Default Document Statuses

Document Status is an internal indicator of the current position in the life cycle of a
document. There are five default statuses in the system but FDMS Agency Admins
are able to create custom statuses for their agencies to manage their workflow.

Default Document Statuses

Pending Post: Pending Post status tells the system that a document is
ready to be posted (provided all required metadata have been filled out). A
document must be in Pending Post status before it can be posted.

Posted: A document in Posted status is a live document viewable by the
public on Regulations.gov and is a part of the public record.

Withdrawn: If for any reasons, a posted document needs to be withdrawn,
the system allows users with adequate rights to withdraw the document
by providing a reason/explanation for withdrawal. The reason for
withdrawal is viewable to the public.

Do Not Post: This status is used to let other users know that a document
should not be posted.

Deferred: Deferred status is used as a temporary status for a document
when not sure what to do with the document.
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Document Details Actions Menu

Document Details Actions Menu

1.

The Actions Menu contains additional actions to manage documents.
Based on the Document Type, from the Actions dropdown users can:

% All documents: Copy, Move, Change document type, Transfer (AA
only), Withdraw a posted document or Re-post a withdrawn
document, Re-assign and Delete an unposted document.

% Unposted Supporting or Other documents.: Add file (if a primary file
has not been uploaded), Replace file (if a primary file has been
uploaded), Add rendition to a primary file.

% Supporting and Related and Other documents: Enable/Disable
Submitter Info depending on the agency configurations.

% FR documents: Run Deduplication (if a Deduplication has not been
run on the document yet), Re-Run Deduplication, Re-Run
Deduplication from scratch and View Duplication Results (if a
deduplication has been already run), Run Auto Categorization (if Auto
Categorization has not been run on the document yet), Re-Run Auto
Categorization, and View Auto Categorization Results .

& Note: Only an Assigned Docket Manager or an Agency
Administrator is able to Run or Re-run Deduplication or Auto
Categorization. Other user roles with permission to access the FR
document can only view the results.

e
' Note: Document Detalls and Optional Detalils tabs present users
with the same options on the Actions dropdown.

Fdms.gov




Copy
The Copy action enables users to copy the Primary Document with or without
attachments to other dockets or Phase-Sequences within the same Docket.

TRAIN-2016-0094-DRAFT-0007

Document Details Optional Details Submitter Info Attach ts (1) Permissi —
@ Viewable on Regulations.gov % Denotes Required Field l e | - Jl
Title: Comment from Frank Navy Copy l I
* @ Move
Change document type
Number of Attachments: 1 Re-assign
Abstract: Delete
Document Type: PUBLIC SUBMISSIONS % (7)

Figure 67: Actions Dropdown from the Document Details tab on a Public Submission

Searching for the Destination Docket
1. From the Document Details tab, select Copy from the Actions dropdown.

2. A pop-up window appears prompting users to select the destination
docket and the Docket Phase and Sequence.

3. Click the Select Docket button and the Select a docket pop-up window

displays.
Copy Document TRAIN-2016-0094-DRAFT-0007 X
Select a docket phase and sequence where to copy the document
t
Docket ID: Select Docket h
Phase Name: | —-Select a Phase— | - |
Sequence: | —3Selecta Sequence— | - |
Comment on FR Doc: | Search Documents
. [] Include the documents 1 attachment
| opy Cancel

Figure 68: Copy Actions Pop-up Window

Fdmsgov

Notes

Page 58 of 103



Notes

I Calort 3 Ancbat nhaca and connanca whara ta comu tha dociimant I
Selecta Docket X
Keyword Search: Docket D Search: 0002 sSearch
D Title Type | RIN Created
TRAIN-2016-0002 Test 1 Rulemaking Mot Assigned 03/03/2016
Ok | | Cancel
— | T T [ roneal | T

Figure 69: Docket Search Window

Searching for the Destination Docket Continued...

4. Enter keywords and/or a full or partial Docket ID.

5. Click the Search button and the search results are displayed.
6. Select the appropriate docket and click OK.
4

The Docket ID and Title are displayed on the Select a Docket Phase and
Sequence pop-up window.

nant sla P . etails Cubmitter

Copy Document TRAIN-2016-0094-DRAFT-0007 x

Select a docket phase and sequence where to copy the document

Docket ID: TRAIN-2016-0002 Select Docket

J Test 1

I Phase Name: | Notice [~]
Sequence: | 1 [~]

| Comment on FR Doc: | TRAIN-2016-0002-0001 | —

- FR Motice

‘ﬁ [+ Include the documents 1 attachment

- |

Copy | | Cancel |

Figure 70: The Copy Action Pop-up Window Displaying the Selected Docket Information

Copying the Document
8. Select the appropriate Phase Name from the dropdown.
9. Select the Sequence from the dropdown.

10. Check the Include the Document’s (#) attachment box to include the
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Copying the Document
attachments with the Copy action.
11. Click the Copy button to confirm the action.

12. The Confirmation Message pop-up window displays (not shown), click
Continue to confirm the copy action.

& Note: The Copy Action can also be accessed from the Actions

dropdown on the Optional Details and Submitter Info (if applicable) tabs.

Move

The Move action enables users to move the Primary document and attachments
to other Dockets or Phase-Sequences within the same docket.

Moving the Document

1. From the Document Details, Optional Details, or the Submitter Info tab,
select Move from the Actions dropdown.

2. Follow steps 2-12 from the Copy section.

Note: The document and any associated attachments will be
removed from the current Docket once the move action is performed.

T
" Note: A posted document can only be moved within the phase
sequences of a docket.

Transfer

The Transfer action enables Agency Admins (AAs) to move a document (with or
without any attachments it may have) from one agency to another and involves
similar steps to the Copy and Move actions.

Transferring the Document

1. From the Document Details, Optional Details, or the Submitter Info tab,
select Transfer from the Actions dropdown.

2. Follow steps 2-12 from the Copy section.

" Note: Both posted and unposted documents can be transferred with
or without attachment documents.

W Note: Only Agency Admins (AAs) are able to Transfer documents
from one agency to another and will need write permissions to the
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Transferring the Document

destination docket from the transferee agency.

Change Document Type

The Change Document Type action enables users to change the document type
of an existing document.

elails Tubmitier ] Aliachmenis Pe

Change Document Type x

Please select the document type you desire for this document. Changing the
document type to one that does not use submitter information will result in
permanent loss of the submitter information.

New Document Type | Supporting & Related Ma... | - | *

| Ok | | Cancel |

-

Figure 71: Change Document Type Pop-up Window

Changing the Document Type

1. From the Document Details, Optional Details, or the Submitter Info tab,
select Change Document Type from the Actions dropdown.

2. The Change Document Type pop-up window displays.
3. Select the new document type from the dropdown.

4. Click Ok to confirm the change.

W Note: Changing the document type to one that does not use
Submitter Information will result in permanent loss of the submitter
information.

W Note: The document type of a posted document cannot be changed.
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Re-assign

Re-assign action can be initiated from the Actions dropdown menu on the
Document Details, Optional Details or the Submitter Info (if applicable) tabs.

W Dela i al Details Submitter Inl Attachment: Perrmist

Select a User or Group x
(0 Assign it to me M, Sandra (TRAIN)
C,J Choose someone or some group I've recently used Manager, Train [TRAIN)

() Choose someone or some group from my Contact List || MH. Crystal (TRAIN)

(®) Find another person of group

Search: | My Agency | hd |

Far: | Individual |~]

With last name starting with: Q

4 ﬁ | Re-assign Document | | Cancel |

Figure 72: Select a User or Group to Re-assign

Re-assigning a Document

1. From the Document Details, Optional Details, or the Submitter Info tab,
select Re-assign from the Actions dropdown.

2. The Select a User or Group pop-up window displays.

3. Select the one of the radio buttons as appropriate. The options are:

% Assign it to me

% Choose someone or some group I've recently used

% Choose someone or some group from my Contact List

% Find another person or group: can be used to find users/groups not
in the contact list or recently used list. Users can search within their
own Agency for an individual or a group and click the Sl con to
populate the results in the window on the right.

4. Click the Re-assign Document button to confirm the re-assignment
action.
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Delete

The Delete action can be performed from the Actions Dropdown of the Document
Details, Optional Details and Submitter Info (if applicable) tabs of an un-posted
document that has been manually uploaded to the system. Any posted document
becomes a part of the public record and cannot be deleted. A posted document
can only be withdrawn as discussed in the next section.

sta n " stails Lubmittes I Attacl ant 3 Pe

Confirm Delete Document x

' Please confirm that you want to permanently delete the document
(= % TRAIN-2016-0094-DRAFT-0007. This cannot be undone.

P Select Ok to proceed. Select Cancel to keep the document.

| oK | | Cancel |

Figure 73: Confirm Delete Document Pop-up Window

Deleting a Document

1. From the Document Details, Optional Details, or the Submitter Info tab,
select Delete from the Actions dropdown.

2. The Confirm Delete Document pop-up window displays.

3. Select the Ok button to delete the document from the system.

W Note: Once a document is deleted, it is permanently erased from the

system.

Withdraw and Re-post

The Withdraw option is available for posted documents.

Withdraw Document X

Please explain why you are withdrawing this document. This explanation
will be viewable on Regulations.gov.

Contained copyrighted
Reason Withdrawn: |information. *

Select Ok to proceed. Select Cancel to stop the action.

| ok | | Cancel |

T Tl Dot B4

Figure 74: Withdraw Document Pop-up Window
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Withdrawing a Document

1

From the Document Details, Optional Details, or the Submitter Info tab,
select Withdraw from the Actions dropdown.

The Withdraw Document pop-up window displays.

Enter the reason for withdrawing in the box next to Reason Withdrawn.
The Reason Withdrawn is visible to the public.

Click Ok to confirm the action.

W Note: A withdrawn document can be reposed by clicking the Re-post
option on the Actions dropdown.

Supporting and Other Document Types

On unposted Supporting and OTHER Documents types, the Actions Dropdown

presents users with options to Add or Replace a file or Add a rendition to an

existing primary file.

Add or Replace a File/Add Rendition

Docket ID:

Docket Title:

Document File: @ Add rendition
Re-assign

Docket Phase: Proposed Rule

Phase Sequence: 1

Document Details Optional Details Attach ts (0) Permissi e

@ Viewable on Regulations.gov % Denotes Required Field l e | - J

Change document type A&

TRAIN-2016-0094 @ K
Enable Submitter Info

Proposed Rule 2016 % (7) Replace file

Delete v

Figure 75: Actions Dropdown on an Unposted Supporting and Other Document Types

Add or Replace a File or Add a Rendition

1

From the Document Details, Optional Details, or the Submitter Info tab
(if enabled) Actions dropdown select:

7

% Add a File: If the document does not contain a primary file.

7

% Replace File: If the primary file needs to be replaced for some reason.

7

<+ Add Rendition: If a rendition file needs to be added to the document.

Once the action is selected, a browse window appears. Find the file to be
uploaded and click the Open button in the browse window (not shown
here).

The message indicating the successful upload appears at the top of the
resulting screen (not shown here).
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Enable or Disable Submitter Info

This action is available only if the agency configuration allows for Submitter Info on
Supporting and Other document types. Submitter Info can be enabled on these
document types from the Document Details and Optional Details tabs. In addition
to these two tabs, the Submitter Info tab Actions dropdown provides the option to
disable the Submitter Info if already enabled.

Enable or Disable Submitter Info

1. From the Actions dropdown on Document Details or Optional Details
tabs, select Enable Submitter Info.

Y
= Note: The message “The document is being updated in the
repository” appears at the top of the content view.
2. Once the update is complete, click the Submitter Info tab to enter the

submitter information and click the Save button to save the information.

3. To disable the Submitter Info tab, select the Disable Submitter Info option
on the Actions dropdown located on the Document Details, Optional
Details or Submitter Info tabs.

4. Click the Ok button in the confirmation pop-up window to complete the
action (not shown here).

FR Document Types

For the following dropdown options:

3

A

Run Deduplication

3

A

Re-Run Deduplication

R/
0.0

Re-Run Deduplication from Scratch

R/
0.0

View Deduplication Results

3

2

Run Auto Categorization

3

0

Re-Run Auto Categorization

R/
.0

View Auto Categorization Results

>

See the Comment Deduplication and Auto Categorization sections for details.
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Optional Details

The Optional Details fields are comprised of non-required metadata fields.

TRAIN-2016-0094-DRAFT-0007

Optional Details

@ Viewable on Regulations.gov % Denotes Required Field Actions | - |

Document Details Submitter Info Attachments (1) Permissions

Status Set Date: 08/22/2016

Current Assignee:

Status Set By: Admin, Train {TRAIN)

Comment Start Date: ®

Comment Due Date: (@]

Postmark Date:

Legacy ID: | |

Response Tone: | |

Comment Category:

Tracking Number: 1k0-8rh5-mhm& O

Page Count: 1

Total Page Count Including 1
Attachments:

v Favorites | Follow Up

Figure 76: Optional Details Tab

Optional Details

1. Update the Page Count field to reflect the number of pages in the primary
file.

2. Click the Save button to save new or modified entries.

W Note: A uniqgue document Tracking Number generated by the
system is located on the Optional Details tab.

W Note: The Actions dropdown options under the Optional Details tab
are identical to those found in Document Details.

W Note: The system generated HTML file for Public Submissions is
defaulted to 1 page.
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Submitter Info

The Submitter Info fields include information specific to the submitter of a Public
Submission. Submitter Info can also be included for Supporting and Related

Materials and Other document types.

TRAIN-2016-0094-DRAFT-0007

Document Details Optional Details Attachments (1) Permissions
(%) Viewable on Regulations.gov % Denotes Required Field [ Actions | - |
Comment: See attached 4% @ — E
First Name: | Frank | *®
Last Name: |Naw | *®
Mailing Address: | 100 Main Street |
Mailing Address 2: | |
City: |Anytown |
Country: I United States | - |
State or Province: [ Arkansas | - |
ZIP/Postal Code: | | —
Email Address: | frank.navy@averageamerican.com |
Phone Number: | |
Organization Name: | | G) =

& Favorites

[ Follow Up

Figure 77: Submitter Info Tab

Submitter Info

1. Click the Save button to save new or modified entries.

W Note: The Submitter Info tab has options to Redact a comment and
Show/Hide the Original comment in the actions dropdown.

Redact a Comment and Show/Hide Original Comment

Dogument Deta ptional Dets sbmittes inf. Attachments (1 Permission
Redact Comment b
Enter your changes to the Comment Text. This will create a separate "Redacted Comment” version in addition to the

-'4 Original Comment.

See attached

Comment:

Select Ok to proceed. Select Cancel to return. Please Note: After you click Ok and return to the Submitter Info page,
you need to click on the Save button for the new comment to be saved for this document.

Ok Cancel
| T EmANASESE Wk vy e Sverspeammer an com T

Figure 78: Redact Comment Pop-up Window
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Redact a Comment and Show/Hide Original Comment
1. On the Submitter Info tab Actions dropdown, select Redact Comment.

2. On the Redact Comment pop-up window, redact the comment and click
the Ok button.

3. The Redacted Comment appears at the top of the screen. Click the Save
button to save the changes.

4. Simply select the Show/Hide Original Comment from the Actions

dropdown to view or hide the original comment.

Supporting and Other Document Types

On unposted Supporting and Other Documents types with the Submitter Info tab
enabled, the Actions Dropdown in the Submitter Info tab presents users with the
option to Enter Comment.

Enter Comment

ERULE-2013-0030-DRAFT-0069

Document Details

Optional Details

@ Viewable on Regulations.gov % Denotes Required Field e

A
Move P

Comment:
@ Change document type —

First Name: Disable Submitter Info

Delete

Last Name:

ﬁ Enter Comment v

|
| Re-assign
|
|

Mailing Address:

|
Middle Name: |
|
|

Figure 79: Actions Dropdown on Unposted Supporting and Other Document Types

Enter Comment
1. From the Actions dropdown on the Submitter Info tab, select Enter
Comment.
2. On the Enter Comment pop-up window, enter the comment text and click
the Ok button.

3. The Comment appears at the top of the screen. Click the Save button to
save the changes.
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Attachments

Attachments are files associated to a Primary Document. The Attachments
section enables users to upload new attachments and manage the existing

attachments.

TRAIN-2016-0094-DRAFT-0007

Document Details Optional Details Submitter Info Permissions

Order | Title Posting Restrictions | Views

1 Comment from Frank Navy Nao restrictions ] =

Mot all Attachments may be visible depending on your permissions.

Add Attachment | ii———— (%) viewable on Regulations.gov % Denotes Required Field [ Actions | - |

Title: Comment from Frank Mavy Agency Note:
*® ®
Views: A
L Publication Reference: O
@IAj B
e
Posting Restriction: No restrictions | - |
Abstract:
Authors:

Edit/add | ()

Page Count: 0

W Favorites | Follow Up

Figure 80: The Attachments Tab

Adding Attachments

Create New Attachment{s) 3

Select the files and set the titles for the attachments

I File(s) to Upload: File Name Title Size | *
1 FDMS Test Document#1.doc Attachment 1 235KB @ I
2 FDMS Test Document#2.doc Attachment 2 235KB @
3 FDMS Test Document#3.doc Attachment 3 235KB @
4 FDMS Test Document#4.doc Attachment 4 235 KB @
I Total Size of 4 Selected File(s ). 94.0 KB

Browse...

Please Note: Some agencies may expensnce izzues with larger file importz jover 100 filzs). If you do expensnce any izsuss adding
documents or importing please contact the help desh zo that we may investigate further.

[ Create | [ Cancel |
e T R
Figure 81: Create New Attachment(s) Pop-up Window

Adding Attachments
1. Click the Add Attachment link located below the attachments list.

2. The Create New Attachment(s) pop-up window displays.
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Adding Attachments
3. Click the Browse button to search and find the attachment file(s).
4. Double click to enter a new Title for the attachment(s).

5. Click the Create button to confirm the action.

W Note: Users are able to update/edit Attachment metadata in the
resulting screen.

Attachment Posting Restrictions

Individual posting restrictions can be applied to attachments.

Mot all Attachments may be visible depending on your permissions.
Add Attachment @ Viewable on Regulations.gov % Denotes Required Field [ e | ,]
Title: Comment from Frank Navy Agency Note:
*® ®
i % % Publication Reference: ®
Posting Restriction: | Show metadata only | - |
Abstract:
@ Reason Restricted: | Other | - | *®
Authors: Restriction Explanation:  Profanity.
Edit/add | (D) *®
Page Count: 0

Figure 82: Posting Restrictions on Attachments

Posting Restrictions

1. Click the Posting Restriction dropdown and select the appropriate option.
The Posting Restriction options are:

% No Restrictions: No restrictions will be applied to the attachment.

% Show Metadata Only: Only the metadata fields are viewable to the
public, not the attached file.

*» Restrict All: All metadata and attached files will be restricted from
the public view.

W Note: If restrictions are applied, a Reason Restricted is required.
W Note: Restrictions take effect once the Primary Document is posted.

W Note: An attachment file can be viewed by clicking the file icon
located on the Attachments List or on the Attachment Detalils.
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Attachment Actions Menu

The Attachments Actions Menu contains additional

actions to manage

attachments.
Not all Attachments may be visible depending on your permissions.
Add Attachment @ Viewable on Regulations.gov 4% Denotes Required Field me | 'J
A Copy
Title: Comrment from Frank Navy Agency Note:
*© Move
Replace file
. 1 Add rendition
(R % % Publication Reference: Delete
Posting Restriction: [ Show metadata only
Abstract:
@ Reason Restricted: [ Other
Authors: Restriction Explanation: | Profanity.
Edit/add | (D *®
Page Count: 0
Figure 83: The Attachments Actions Dropdown
Copy
CopyAtiachment of Document TRAIN-2016-0094-DRAFT-0007 4
Select a docket phase and sequence where to copy the attachment
CopyAs: (*) An Attachment to another Document in a Docket
() APUBLIC SUBMISSIONS Documentin a Docket
DocketlD: TRAIN-2016-0002 Select Docket
Test 1
Phase Name: | Motice |v|
Sequence: | 1 |v|
Document | TRAIN-2016-0002-DRAFT-0027 | | Search Documents |
|
| Copy | | Cancel
[«

Figure 84: Copy Attachment Pop-up Window

Copy an Attachment

1

Click the Actions dropdown on the Attachment Details screen and select

Copy.
The Copy Attachment pop-up window displays.
Choose the applicable Copy As option:

Fdms.gov



Copy an Attachment

7

<+ An attachment to a document in a docket

7

% A primary document in a docket: The existing document type will
be copied to the destination docket.

4. Click the Select Docket button to search for the docket.
5. Select the Phase Name and Sequence from the dropdowns.

6. If copying as an attachment to a document, click the Search Documents
button to search for the document.

7. Click the Copy button to continue and confirm the action.

Note: A confirmation pop-up window displays with an option to go
directly to the new attachment/document or remain on the current
attachment.

Move

Move an Attachment

1. Click the Actions dropdown on the Attachment Details screen and select
Move.

2. Follow steps 2-7 from the Copy section.
W Note: A confirmation pop-up window displays with an option to go

directly to the new attachment/document or remain on the current
attachment.

Replace File and Add Rendition

Replace File and Add Rendition

1. Click the Actions dropdown on the Attachment Details screen and select
Replace File or Add Rendition.

7

% Replace File: Replaces the existing file.

7

% Add Rendition: Adds an additional file to the existing one.

D
& Note: When a file is uploaded into FDMS it is automatically rendered
into PDF format in addition to the native file type.

2. From the browse window (not shown here), find and upload the file to be
replaced with or the rendition file.
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Delete

Ontional Detajls Submitter Info Attachments(1] Parmission

Delete Attachment Confirmation x i

/o Please confirm deletion of attachment #1. All data for the attachment
=% will be permanently destroyed. This action cannot be undone.

Select Ok proceed with the deletion. Select Cancel to stop the action. d

§ [ oK | [ Cancel |

T W T

Figure 85: Delete Attachment Confirmation Pop-up Window

Delete an Attachment
1. Select the Attachment you wish to delete from the Attachments list.
2. Click the Actions dropdown on the Attachment Details screen and select
Delete.

3. Confirm the action in the pop-up window.

W Note: Attachments can only be deleted from an unposted document.

Document Permissions

Permissions to a document can be managed by using the Permissions tab at the

document level.

TRAIN-2016-0094-DRAFT-0007

Document Details Optional Details Submitter Info Attachments(1)

Permissions for this Document

Agency Administrators and Records Managers will always have write access to the document.
Agency viewers can only have read access to the document.
Posted documents always have the standard permissions for public viewing.

(®) Use default permissions: users will be given access according to the permissions specified for the docket.

() Only grant permissions to the assigned docket manager, rule writer and individuals or groups selected here:

Figure 86: Document Permissions Tab

Document Permissions
1. By default, the docket permissions are applied to the Document.
2. Click the second radio button to apply customized permissions to the

document.

W Note: Refer to the Docket Permissions section for instructions on
finding/searching for individuals or groups to add to the permission list.
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Docket Tree and Document List

The Docket Tree enables users to view all the documents within a Docket. Docket
Tree is the only location for adding a single Document with or without attachments
(Refer to Adding a Document) or Bulk Importing multiple Documents (Refer to
Bulk Importing Documents).

Proposed Rule-1

& Docket Tree

T Document List BatchOptions  Document Details  Optional Details Attachments
EE e scaue. | - ]| dd Doc/suik mport T o T g et
e — v o Document ID | Title Type Status \ Views \ Attachments | Pub Submis... | Total Comm...
- 1-0001  Example FR Document PROPOSED Posted = 37 37
» ) Notice-1 RULES -
= YRAMrzm 5-0001- Cost Benefit Analysis Report SUPPORTING &  Pending_Post = 2
» () TRAIN-2015-0001-0001 (37) DRAFT-0002 RELATED
MATERIALS
v (3 Supporting and Related Materials (5)
v £ Pending_Post (5) TRAIN-2015-0001 Environmental Impact Report SUPPORTING & Pending_Post J
DRAFT-0040 RELATED
) TRAIN-2015-0001-DRAFT-0002 MATERIALS
L) TRAIN-2015-0001-DRAFT-0040 TRAIN-2015-0001- Scientific Study #1 SUPPORTING &  Pending_Post ]|
) TRAIN-2015-0001-DRAFT-0041 DRAFT-0041 RELATED
MATERIALS
) TRAIN-2015-0001-DRAFT-0042
TRAIN-2015-0001- Scientific Study #2 SUPPORTING & Pending_Post @ﬂ
) TRAIN-2015-0001-DRAFT-0043 B R
MATERIALS
TRAIN-2015-0001- Historical Context SUPPORTING & Pending_Post Iﬂ_]
DRAFT-0043 RELATED
MATERIALS
7 3
= P

Figure 87: Phase-Sequence Contents Document List

Docket Tree and Document List

1. Click the Group By dropdown to arrange the documents in the desired
manner. Users can choose Phase-Sequence, Status, Date Received, and
Document Type.

2. Click the Add Doc/Bulk Import button to add a document or bulk import
multiple documents in the docket. (Refer to sections - Adding a
Document and Bulk Importing Documents).

3. Use the search bar to filter the Docket Tree by partial or full Document ID’s,
Title, Type or Status.

4. Click on a Phase-Sequence folder to display the contents (Document
List) on the right.

5. Use the smart search bar at the top of the Document List to filter the
Document List by full or partial Document ID's, Title, Type or Status.

6. Documents can be rearranged by clicking on the column headers.

7. The table displays Document IDs, Titles, Type, Status, Views (the primary
file which is clickable), No. of attachment(s) on each document.

7

% The last two columns represent the total number of comments
submitted and uploaded in FDMS on an FR document and the total
number of comments including the duplicates that were not

uploaded.
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Docket Tree and Document List

8.

10.
11.

12.

Select an individual document to activate Document Management tabs
next to the Document List and Batch Options tab in the content view.
Open the Document Details, Optional Details, or Attachments tab to edit
metadata fields or to perform an action while remaining in the Document
List.

W Note: The Submitter Info tab will also be available for Public
Submissions or Supporting and Related Materials with the Submitter Info
tab enabled.

W Note: For more information on document tabs see the Managing a
Document section.

Double click on a document to navigate to the Document Details page.

Click a status subfolder under the FR document, and the folder contents
will display on the right.

W Note: Select multiple documents from the Docurment List to perform
Batch Processing from the Batch Options tab.

Click the Save Search Results button to save the contents displaying on
the list. See the Save Search Results Export section for further details.

& Docket Tree

Docket: TRAIN-2015-0001

Proposed Rule-1 - TRAIN-2015-0001-0001 - Pending_Post

Document List Batch Options  Document Details  Optional Details

Attachments

Group By: T I B
Document ID [ Title Received Date [ views [ attachm.. [ Total comments
Search Docket Tree by Keyword
- 1- Comment 02/02/2015 1 1 |
» (21 Notice-1 DRAFT-0005
¥ £y Proposed Rule-1 TRAIN-2015-0001- Comment from Ana 02/02/2015 1 1
¥ (23 TRAIN-2015-0001-0001 (37) DRAFT-0004
-0001- Comment from Angie 02/02/2015 [ 1 1 ml
¥ (3 Supporting and Related Materials (5) DRAFT-000%
1-2015-0001- Y 1 1
- UPEHG\HQ,POS( () TRAIN-2015-0001 Comment from Arthur 02/02/2015
DRAFT-0006
|1 TRAIN-2015-0001-DRAFT-0002 .
TRAIN-2015-0001- Comment from Brea G 02/02/2015 1 U
[ TRAIN-2015-0001-DRAFT-0040 DRAFT-0007
L1 TRAIN-2015-0001-DRAFT-0041 TRAIN-2015-0001- Comment from David H 02/02/2015 1 1
|1 TRAIN-2015-0001-DRAFT-0042 DRAFT-0008
) TRAIN-2015-0001-DRAFT-0043 TRAIN-2015-0001- Comment from Jean P 02/02/2015 & 1 1
DRAFT-0009
TRAIN-2015-0001- Commentfrom Jenna 02/02/2015 1 1
DRAFT-G010
TRAIN-2015-0001- Comment fram John P 02/02/2015 1 U
DRAFT-0011
< . - >

Figure 88: Status Folder Contents Document List
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Batch Processing

Batch Processing enables users to process multiple documents at the same time.
Batch processing can be performed from different locations: Document lists from
all the Menu Options, Search Results, Docket Tree and the Duplicates Tree.

Batch Processing Locations

Homepage Menu Options and Search Results

Batch Processing can be performed by selecting multiple documents from the
Search Results or the following Menu options: Inbox, FR Feed, Work Queue, My
Favorites, Recently Viewed and Flagged Documents.

F m TRAIN-2016-0012- FDMS Test Docume...  PUBLIC Pending_Post 08/16/2016  08/16/2016
DRAFT-0045 SUBMISSIONS

@ [ TRANZ0160012-  FOMS Test Docume... PUBLIC Pending_Post 1 08/16/2016  08/16/2016
DRAFT-0053 SUBMISSIONS
TRAIN-2016-0034-  Comment from Ana  PUBLIC Pending_Post 1 05/10/2016  05/10/2016
™ [H orarr-o002 SUBMISSIONS

Figure 89: Selecting Multiple Documents from the Document List

Selecting Multiple Documents
1. Click the Document Tab from the Menu option (if applicable).

2. Use the following windows hotkeys to select multiple documents from the
Document List or the Document Search Results.

s+ CTRL + A to select all the documents in the list.

« CTRL + click the desired documents to selectively highlight
multiple documents.

“ Multiple documents can also be selected by using SHIFT + up or
down arrow or by using the left click on your mouse.

3. The Multiple Document Selection screen appears.

W Note: The Batch Options tab located next to the Document Center
Summary tab is used when batch processing from the Work Queue.
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Multiple Document Selection _—

You have Selected 3 documents.

Change Document Metadata Attributes:

O IZ Change Title

Copy:

O B Copy

Post:

O B Paost

Re-Assign:

O B Re-Assign

Add / Remove Favorites:
() 5.7 Remove from the Favorites List
=y

() 5 7 Add tothe Favorites List

Flag / Unflag Decuments:
— i
O I'l' Unflag Selected Documents

9] PJ Flag Selected Documents

Figure 90: Batch Processing Options for Multiple Document Selection

Batch Processing Options for Multiple Document Selection
1. The Number of documents selected is displayed at the top of the screen.

2. Select the radio button or the check box next to the batch action to be

performed. Users can Change Title, Copy, Post, Re-Assign or add to or
remove the selected documents from their Favorites List. The selected
documents can also be flagged or unflagged.

W Note: Only one radio button can be selected at a time.

Click the Submit button at the bottom right of the screen to batch process
the documents.

On the Confirm the Requested Changes pop-up window (not shown
here), click the OK button.

W Note: A message stating thatYour Request has been submitted /s
displayed at the top of the screen.

W Note: The batch jobs submitted for Change Title, Copy, Post and Re-
Assign can be accessed from the Batch Jobs link. (Please see the
Batch Jobs section for details)
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Document Center Batch Options Document Details Optional Details Attachments

8 Work Queue

Search Documents

‘ D ‘ Title ‘ Current Assignee ‘ Type | Status You have Selected 3 documents.
I [ EULEL10000  test Admin, Erule NOTICES Pending_|
DRAFT-0002 (ERULE) Change Document Metadata Attributes:
= ERULE-20100001-  test Admin, Erule PUBLIC Pending_| N
P B oearroms (ERULE) SUBMISSIONS. 0 [ changeride
Copy:
ERULE-2010-0001-  TestTitle Admin, Erule SUPPORTING & Pending_|
o DRAFT-0007 (ERULE) RELATED o g Copy
MATERIALS
Post:
ERULE-2010-0001-  Test Title Admin, Erule SUPPORTING & Pending_|
™ [@ orarT-0003 (ERULE) RELATED I Ie) @ Post
MATERIALS
Re-Assign:
ERULE-2010-0001-  Prod Test3 Admin, Erule SUPPORTING & Pending_|
P [ orarroo10 (ERULE) RELATED O [ ression
MATERIALS Add / Remove Far
ERULE-2010:0001-  ProdTest3 Admin, Erule SUPPORTING & Pending_|
U & orarrooin o) RELATED o W m the Favorites List
MATERIALS O 7 Add tothe Favorites List
B[ EUE10000 et Admin, Erule OTHER pending_| Flag [ Unflag Documents:
DRAFT-0012 (ERULE)
ERULE-2010-0001-  Prod Test3 Admin, Erule SUPPORTING & Pending_| © [ unflag selected Documents
(] DRAFT-0013 (FRULE) RELATED o PJ Flag Selected Documents
K] I I»]

o[ e

Figure 91: Batch Processing Options from the Work Queue

Docket Tree and Duplicates Tree

Batch Processing can be performed from within the Docket Tree by selecting a
documents folder (e.g. Pending Post folder) or by selecting multiple documents
from within a Documents folder. Similarly, Batch Processing can also be done in
the Duplicates Tree (the Deduplication Results) by selecting a pivot folder or by
selecting multiple documents from within a Documents folder.

Proposed Rule-1 - TRAIN-2015-0001-0001 - Pending_Post

& Docket Tree
Docket: TRAIN-2015-0001

LT e seque... | - ] AddDoc/aulkimport

Document List Document Details  Optional Details Attachments

You have Selected 37 documents.

Search Docket Tree by Keyword

» (] Notice-1
Change Document Metadata Attributes:
¥ 2y Proposed Rule-1
v £3 TRAIN-2015-0001-0001 (37) O [ change starus
m] Change Title
v [ Supporting and Related Materials (5) Copy:

v (3 Pending_Post(5) (@] [é Copy.
[_) TRAIN-2015-0001-DRAFT-0002

| TRAIN-2015-0001-DRAFT-0040 [

|} TRAIN-2015-0001-DRAFT-0041 O [é Post

| TRAIN-2015-0001-DRAFT-0042 Rerhasion:

) TRAIN-2015-0001-DRAFT-0043 O [ repssion

Add / Remove Favorites:
O i Remove from the Favorites List

@] \ﬁf Add to the Favorites List

Flag / Unflag Documents:
o) FIJ Unflag Selected Documents

o) '}ﬂ Flag Selected Documents

(0

Figure 92: Batch Options Tab When Selecting a Folder from the Docket Tree

Batch Processing Options for Multiple Document Selection

1. Clickthe icon to access the Docket Tree or access the Deduplication
Results to access the Duplicates Tree.

W Note: Refer to the Deduplication Results section of the guide for
instruction on accessing Deduplication Results (Duplicates Tree).

2. Users can click a documents folder (e.g. Pending Post, Pivot folder etc.) or
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Batch Processing Options for Multiple Document Selection

select multiple documents using windows hotkeys as described above.

D

% Note: The Batch Options tab is available in all documents folders
except the folder containing the Federal Register Document (when the
Docket Tree is grouped by Phase-Sequence).

Note: Multiple documents can also be selected from the documents
list in the contents view.

Click the Batch Options tab to view the batch processing options if a
folder is selected. If multiple documents have been selected, the Multiple
Document Selection window appears.

Both screens present users the similar batch processing options.

% The users are able to change the Document Metadata Attributes
(Status and Title) at the same time. OR

% The users can Copy selected documents to another docket. OR

% The users can select the Post radio button to batch post
documents in pending post status. OR

% The users can Re-Assign the documents to another user or group.
OR

% The selected documents can be added to or removed from the
Favorites list or flagged or unflagged.

& Note: Users can select one radio button or multiple checkboxes.

Once the desired Batch Option(s) is selected, click the Submit button to
initiate the batch job.

Click Ok on the Confirm the Requested Changes pop-up window to
confirm submission of the Batch Job (not shown here).

e
& Note: A message stating that Your Request has been submitted is
displayed at the top of the screen.

Y
% Nore: Users will be able to change document Subtype, if batch
processing from within a document status folder.
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Docket Tree
Docket: TRAIN-2016-0094

roupoy: [T

Multiple Document Selection

You have Selected 6 documents.

» (2] Notice-1
v [y Proposed Rule-1
¥ £ TRAIN-2016-0094-0001 (20)
» (] Deferred (4)
» (-1 DaNotPost (2)
¥ (3 In_Review (10)

|’} TRAIN-2016-0094-DRAFT-0024
) TRAIN-2016-0094-DRAFT-0026
L) TRAIN-2016-0094-DRAFT-0027
) TRAIN-2016-0094-DRAFT-0029
» (] Pending_Post (4)
» (1] Supporting and Related Materials (5)

B

Chang Metadata

=] Change Status
=] Change Title
=] Change Subtype

Copy:

Q [S Copy

I Past:

(@] [S Post

Re-Assign:
O Ea Re-Assign
Add / Remove Favorites:
O 3’_\‘: Remave from the Favorites List

Q ‘,f Add to the Favarites List
Flag / Unflag Documents:

o P] Unflag Selected Documents

o PJ Flag Selected Documents

Figure 93: Multiple Document Selection from Within a Folder

Batch Jobs

Batch Jobs displays a user’'s batch processing requests and their statuses. It can
be accessed via the link in the top tool bar.

Reports |

Batch Jobs | Add Docket |

Manager, Train | Logout
rch Dockets Q |

Advanced Search

Figure 94: Batch Jobs Link

A batch request such as changing the metadata attributes (status and title) and
batch posting creates batch jobs. These batch jobs and their statuses are
displayed in a Batch Tree format.

Batch Tree

-

» (] Success (3)
» (] Change Document Metadata Job-09/19/2016
» () Change Document Metadata Job-09/19/2016
» (1) Post Job-09/19/2016
» (1) Change Document Metadata Job-09/19/2016
» () Change Document Metadata Job-09/07/2016

Figure 95

Job Details

Reassign Job:09/19/2016 10:12:27 AM

Reassign Job
Date Requested: 09/19/2016 10:12:27 AM
Date Started: 09/19/2016 10:12:27 AM
Date Completed: 09/19/201610:12:28 AM
Metadata Changed:

Status Assignee changed to: Train Writer

Results:
Successfully Processed: 3

Documents Skipped: 0

|
: Batch Tree displaying Job Details on the Right
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Viewing Batch Jobs

1. Click the Batch Jobs link at the top of the screen to access the Batch

Tree.

W Note: The most recent batch job submitted by the user appears at
the top of the Batch Tree.

Select a batch job folder in the Batch Tree to view the Job Details in the
content view on the right. The job details includes the date and time when
the job was requested, started and completed. It also shows the type of

the batch job and the results.

W Note: The Job title displays the date and type of batch request
submitted

3. Select a sub-folder (e.g. Success subfolder) to see the contents on the

right. The Folder Details displays the Document IDs along with the batch

action performed and the original and new values.

W Note: Skipped and Not Processed are the other possible subfolders
within a batch job folder.

. Batch Tree Change Document Metadata Job:Success 09/19/2016 10:12:14 AM = |

v [y Reassign Joh-09/19/2016 Folder Details

» (11 Success (3) Document ID | Action(s) | original value(s) | New Value(s)

v (23 Change Document Metadata Joh-09/19/2016 TRAIN-2016-0006-DRAFT-0004 Change Document Status Draft Pending_Past
L el 201 6-0006-DRAFT-0005 Change Document Status Draft pending_Post

» (1) Change Document Metadata Job-09/19/2016 TRAIN-2016-0006-DRAFT-0003 Change Document Status Draft Pending_Post

» ] Post Joh-09/19/2016

» [ Change Document Metadata Job-09/19/2016

» () Change Document Metadata Job-09/07/2016 H\

D |

Figure 96: Folder Details on a Batch Job
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Comment Deduplication

Users have the ability to check for and run reports on the duplicate comments
received on any Document that receives public submissions. The Deduplication
tool helps agencies in the timely and efficient reviewing and processing of
comments, especially when they are received in large quantities.

Deduplication Process and Important Terms

FDMS uses a leading text analytics software technology that applies statistical
capabilities to detect duplicate and near duplicate documents based on a
percentage threshold of identical text.

7

% The Deduplication engine evaluates both web form comment text and the
text contained in the first attachment of the comment (if available).

% The engine selects a baseline document (referred to as a pivot document)
and matches comments that contain at least 60% identical text from the
base document (identified as ‘near duplicate’ documents).

Pivot Document: The comment identified by the Deduplication
engine as the baseline to detect other near duplicate comments.

<« Near Duplicate Document: A comment that contains at least 60%
identical text from the pivot document.

<+ Unique Documents: Comments that are unlike any of the pivot
documents (or do not meet the minimum threshold) and thus do
not fit in to any set of near duplicate comments.

% The engine is useful in identifying duplicate submissions from individuals
as well as form letters and mass mail campaigns.

< It may take up to 24 hours for the Deduplication process to be complete
and the results to be viewable.
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Running Deduplication

The Deduplication feature can be accessed from the Actions Dropdown on the FR
or Other Document where the comments are being made.

TRAIN-2016-0078-0001

Document Details Optional Details Attachments (0) Permissions g

(%) Viewable on Regulations.gov % Denotes Required Field Actions -~ |

Withdraw

Docket ID: TRAIN-!DN-OO?S@ Re-Run Deduplicati
e-Run Deduplication

Docket Title: Deduplication/Auto Categorization Example Docket % @ Re-Run Deduplication From Scratch

Document File: l@ View Deduplication Results

Re-Run AutoCategorization

Docket Phase: Proposed Rule View AutoCategorization Results  [5]

Phase Sequence: 1
RIN: 1M11-A811 ()
©Original Document ID:  TRAIN-2016-0078-DRAFT-0001

Current Document ID: TRAIN-2016-0078-0001

Title: FR Document
*®
Number of Attachments: 0
Topicls): @
Document Type: PROPOSED RULES # @ :
¥ Favorites ¥ Follow Up View as PDF 1 Save

Figure 97: Actions Dropdown on an FR Document

Running Deduplication
1. Click the Document ID of the FR Document (not shown here).

2. From the Document Details screen, click the Actions dropdown and
select Run Deduplication. A confirmation pop-up window (not shown
here) appears, click Ok to submit the Deduplication job.

3. If the Deduplication action has been performed by another user, the
Actions dropdown will display the following options pertaining to
Deduplication:

% Re-Run Deduplication: Analyzes all comments received since the
last ‘Run Deduplication’ action. The cluster or pivot folders of the
near duplicate documents from the new run are appended to the
existing Deduplication results.

% Re-Run Deduplication From Scratch: This action will initiate the
Deduplication analysis from scratch, meaning all new (comments
that were not in the system during the last run) and old (comments
that had already been analyzed in the last run) comments are
analyzed and a new Duplicates Tree is formulated to present the
results.

% View Deduplication Results
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Running Deduplication

W Note: The Agency Administrators and Assigned Docket Managers
are able to Run or Re-Run Deduplication. Other FDMS roles that have
permissions to access the Docket and Documents are able to view the
Deduplication Results if available.

W Note: The FR or Other Document must have at least 20 comments to
run Deduplication.

Deduplication Results

The Deduplication Results are displayed in a split screen. On the left is the
Duplicates Tree and on the right in the content view is the Deduplication Details

bar diagram.
Dup FR Document: TRAIN-2016-0078-0001 _—
R Do 016-0078-000 Deduplication Details
Filter Duplicates by Keyword Search Clear Lt
Document ID: TRAIN-2016-0078-0001
¥ [ Pivot Documents 3 Document Title: FR Document
» () TRAIN-2016-0078-DRAFT-0005 (26] Docket ID: TRAIN-2016-0078
v £ MMC 0 1 Total Ce ts: 81 i C ts: 73 Pivots: 10 i 60 Uniques: 3 Similarity Threshold: 70%
» () Deferred (1) 0 vriawe  [] pupleste Top 10 Clusters of Documents
¥ 2 Pending Post (10) 2 o

) TRAIN-2016-0078-DRAFT-0007 (97%) 2
|} TRAIN-2016-0078-DRAFT-0006 (96%) 2
) TRAIN-2016-0078-DRAFT-0019 (94%) 20
|| TRAIN-2016-0078-DRAFT-0017 (92%) e
) TRAIN-2016-0078-DRAFT-0030 (90%) e
] TRAIN-2016-0078-DRAFT-0018 (88%) *
) TRAIN-2016-0078-DRAFT-0015 (85%) .
] TRAIN-2016-0078-DRAFT-0016 (819%) ”
) TRAIN-2016-0078-DRAFT-0031 (769%) :
] TRAIN-2016-0078-DRAFT-0026 (72%) ¢

» () Duplicate Comment from Arthur Weasley (9) ; l:l

» () TRAIN-2016-0078-DRAFT-0008 (4) = , |:| |:| - = == =

b "

Figure 98: Duplicates Tree on the Left and Deduplication Details on the Right.

Viewing Deduplication Results

1.

The Deduplication Details displays the FR Document ID, Docket ID, and
the number of Pivots, Duplicates, and Unique Documents.
The bar diagram will display the Top Ten Clusters of Documents.

Click the Generate Report button to receive an emailed report (as an
Excel spreadsheet) on the Deduplication Results.

Within the Duplicates Tree click the ~licon to expand the folders and see
the contents.

In the Pivot Folder users will see a percentage in parenthesis next to the

Document ID of the Near Duplicates indicating the amount of identical
text with the Pivot.
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FR Document: TRAIN-2016-0078-0001

Deduplication Details

Pivot Document

Document ID: TRAIN-2016-0078-DRAFT-0002
Document Title: Comment from John Sinha

Alternative Pivot ID Folder Name: | Mass Mail Campaign from Peta | [ Update | Reset

Exampietext unique to pivot document Example Text unigue to duplicate document

Figure 99: Entering an Alternative Pivot Folder ID Name

FR Document: TRAIN-2016-0078-0001 -

Deduplication Details

Near Duplicate Document (92%) [¥] show Whitespace

Document ID: TRAIN-2016-0078-DRAFT-0017 . . P— lﬂ{-
. - : . t:
Document Title: Comment from Jean Public overpage @ achment: | i

Example Text unique to pivot document Example Text unigque to duplicate document
[COMMENT]

[»]

See attached
[ATTACHMENT]

The Docket Manager

ERULE Agency

Subject: Comment on the proposed rule regarding erulemaking process.

My name is etmSirrherean Public and | live in FairfaeaArlington with my family. | am writing to voice my concern
regarding the erulemkaking process. | think the way the rules are formulated is a lengthy

pracess and lwould be really interested to know if your agency is doing anything to expedite

this process. Some of the rules can be time sensitive and these rules coming out in time can
make all the difference for certain people, families and businesses.

Wele te-the Federal Docket 34 ge St (FOMS). FheFOM5is a centralized
Docket Management system that provides Federal Agencies the ability to search, view,

Arsmlazd and raiieis rarmmante an nranacad fadaral rilac In additian it affare Amanciac

v|
ey
Post Mark as Unique Previous Next

Figure 100: Near Duplicate Document

Viewing Deduplication Results Continued...

6. Click the Document ID of the pivot document to view the content on the
right (not shown here). From the Deduplication Details of the pivot
document users with edit rights can utilize the Alternative Pivot Folder
Name option to rename the folder (shown above).

7

% Click the Reset button to revert the pivot folder name back to the
pivot document ID number.

7. Click the Document ID of a near duplicate document to view the content
details and deduplication analysis on the right as shown in the figure
above.

% The Black text on the near duplicate comment is exactly the same
text as is in the pivot document.

% The Blue text on the near duplicate comment is the text that is

unique to the near duplicate comment.

% The Red text indicates the text that is unique to the pivot
document only.
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Viewing Deduplication Results Continued...

8. Navigate to the Previous or the Next comment/screen by clicking on the
respective buttons located at the bottom right of the screen.

% Previous button is disabled when the first document of the folder is
selected.

% Next button is disabled when the last document of the folder is
selected.

% Previous and Next button both are disabled when the folder has
only one document.

9. Users with edit rights have an option to mark the comment as unique.
Doing so will move the comment to the Unique Documents folder.

! Note: If the document being moved is the only near duplicate
document in the pivot folder, the pivot document will also be moved to the
unique folder.

10. Click the Move Back to Pivot button at the bottom right of the screen to
move back the near duplicate and/or the pivot comment to its pivot folder.

W Note: In a scenario when there was only one duplicate comment
prior to moving to the duplicate folder, clicking Move Back to Pivot button
on the duplicate document will also move the pivot document back to the
pivot folder.

= Note: In the same scenario as mentioned in the previous note, if
Move Back to Pivot button is clicked on the pivot document (in Unique
Documenits folder), only the pivot document will be moved to the pivot
folder and the number in the parenthesis will indicate zero (as the
functionality works currently)

! Note: The document numbers in the Duplicates Tree are updated
automatically after the move. Click the Refresh button to update the
numbers in the Deduplication Details Screen.

11. Click on the Document ID to view and update the document management
tabs.

! Note: When a near duplicate or a unique document is changed in
the following two ways, the counts are updated accordingly in the
Duplicates Tree and the Deduplication Details Screen.

% When a near duplicate / unique comment is changed to a different
document type. And

% When Comment on ID (FR Document) is changed on the near

Fdms.goV
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Viewing Deduplication Results Continued...
duplicate / unigue comment.

12. Agency Administrators and Assigned Docket Managers can re-run
deduplication from the duplicates tree by using the Re-Run
Deduplication button.

& Note: Re-Running Deduplication from the duplicates tree will utilize
the same similarity threshold set on the last run and is the equivalent of
the "Re-Run Deduplication” option found in the actions dropdown of the FR
or Other document.

13. Utilize the Filter Duplicates by Keyword option in the duplicates tree to
narrow the list of documents.
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Auto Categorization

Auto Categorization provides users the ability to run an automated categorization
engine on an FR or Other Document that has received 20 or more comments. Auto
Categorization clusters comments by common subject matter and targets topics of
discussion for rule makers by highlighting leading public concerns.

Important Concepts for Auto Categorization

FDMS uses a leading text analytics software technology that determines the key
content of a comment (what the comment is about) and ten categorizes similar
comments into clusters.

7

% Auto Categorization evaluates both web form comment text and the text
contained in the first attachment of the comment (if available).

7

« Comments are categorized into clusters by similar key concepts, and the
clusters are then characterized by three system-generated keywords that
best represent the content of the comments.

7

< It may take up to 24 hours for the Auto Categorization process to be
complete and the results to be viewable.

Running Auto Categorization

The Auto Categorization tool can be accessed from the Actions dropdown on an
FR or Other Document.

TRAIN-2016-0078-0001

Document Details Optional Details Attach ts (0) Permissi ~
@ Viewable on Regulations.gov % Denotes Required Field e

Withdraw =
Docket ID: TRAIN-2016-0078 @

Re-Run Deduplication
Docket Title: Deduplication/Auto Categorization Example Docket % @ Re-Run Deduplication From Scratch ||
Document File: @ View Deduplication Results

Re-Run AutoCategorization
Docket Phase: Proposed Rule View AutoCategorization Results ||
Phase Sequence: 1 -’
RIN: 1n11-a811 B
Original Document ID:  TRAIN-20156-0078-DRAFT-0001
Current Document ID:  TRAIN-2015-0078-0001
Title: FR Document B

*®

Number of Attachments: 0
Topicls): @
Document Type: PROPOSED RULES % @ ;
¥ Favorites ¥ Follow Up View as PDF 1 Save

Figure 101: Actions Dropdown on an FR Document
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Running Auto Categorization
1. Click the Document ID of the FR Document (not shown here).

2. From the Document Details screen, click the Actions dropdown and
select Run Auto Categorization. A confirmation pop-up window (not
shown here) appears, click Ok to submit the Auto Categorization job.

3. If the Auto Categorization action has been performed by another user, the
Actions dropdown will display the following options pertaining to Auto
Categorization:

7

% Re-Run Auto Categorization

7

“ View Auto Categorization Results

W Note: The Agency Administrators and Assigned Docket Managers
are able to Run or Re-Run Auto-Categorization. Other FDMS roles that
have permissions to access the Docket and Documents are able to view
the Auto Categorization Results if available.

W Note: The FR or Other Document must have at least 20 comments to
run Auto Categorization.

Auto Categorization Results

The Auto Categorization Results are displayed in a split screen. On the left is the
Auto Categorization Tree, and the right is the content view. Before a document is
selected from the tree, the right side shows the Auto Categorization Details and a
visual display of the breakdown of the categorization in the form of a pie chart.

. Auto Categorization Tree FR Document: TRAIN-2016-0078-0001 -

FR Document: TRAIN-2016-0078-0001 Auto Categorization Details
v 3 documents, docket, fdms (65) Total Categories: 3 Total Comments: 65

Date lastrun: 08/09/2016
» ) documents, docket, fdms (47)

» () dear, community, customs (10)

documents, docket, fdms (47)
Total Comments: 47

72.30%

» () fr, feed, menu (8)

#r feed, menu (8)
Total Comments: 8
12.30%

dear, community, customs (10}
Total Comments: 10
15.3

([ I

Figure 102: Auto Categorization Details
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. Auto Categorization Tree FR Document: TRAIN-2016-0078-0001 =

FR Document; TRAIN-2016-0078-0001 Aute catenorization Betaily
¥ [y documents, docket, fdms (65) Document Details [] show Whitespace

" Document ID: TRAIN-2016-0078-DRAFT-0041

» ] documents, docket, fdms (47) . = lﬂi‘

Category Title: fi feed, menu Coverpage: Actachment: 7T A0
[1]

» () dear, community, customs (10)

[COMMENT
v [y fr, feed, menu (8)
¥ [y Pending_Post (8)

See attached

[ATTACHMENT

Homepage contains the Menu section on the left and three tabs on the contents view on the

| TRAIN-2016-0078-DRAFT-0039 (95%) right. Depending on the user’s role, the menu may Inbox, FR Feed, My Favorites,
Recently Viewed and Flagged Documents options (Please see Menu section for details). The
|1 TRAIN-2016-0078-DRAFT-0040 (94%) three tabs on the right are Home, New features and Training Resources.
L] TRAIN-2016-0078-DRAFT-0042 (94%) Ii
|| TRAIN-2016-0078-DRAFT-0004 (89%) The New Features tab highlights the Features Available in the system. It also displays those features

that are Coming Soon, the Known Issues and the System Reguirements to run fdms.gov,

) TRAIN-2016-0078-DRAFT-0014 (89%)

L1 TRAIN-2016-0078-DRAFT-0033 (58%) The Training Resources contains all the training materials available. Users can access QRG's (Quick ul
TRAIN-2016-0078-DRAFT-0003 (31%) Reference Guides) and CBT (Computer Based Training) videos on important features incorporated in
[} the system.

The Menu includes Inbox, FR Feed, Work Queue, My Favorites, Recently Viewed, and the Flagged
Documents. The counts (e.g. 146/80) beside each menu option indicate the number of available
Dockets or Decuments as indicated by the hover-cver text (not shown here).

FR Feed is available to those users who are assigned to the agency FR User Group. FR Feed receives
documents published from the Office of the Federal Register and is used to temporarily store the FR
Documents until they are moved to a permanent docket.

L] e —

Figure 103: Auto Categorization Tree and Details

[«

Viewing Auto Categorization Results

1. The Auto Categorization Details displays the total amount of categories
and the percentage of the total comments that are included in each
category.

2. In the Auto Categorization Tree, the various concept clusters are
displayed according to auto-generated key terms.

3. The percentage denoted after the Document ID indicates how strongly the
comment matches that category.

W Note: Each comment will be categorized into only one concept
cluster.

4. Click the Document ID of a comment to view the content details and Auto
Categorization analysis on the right as shown in the figure above.

% The Blue text in the comment indicates five key sentences that the
system has determined best represent the ideas indicated by the
comment category folder key terms.
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Searching

FDMS enables users to search for Dockets and Documents quickly and efficiently
with enhanced searching tools. For full system searches users can utilize both the
Quick Search and Advanced Search options. Users are also able to search and/or
filter their Dockets and Documents by utilizing the smart search bar located in
multiple locations such as the Menu options, Search Results, Deduplication
Results (Duplicates Tree), Folder Contents (Document List), Docket Tree etc.

Quick Search

Users can perform a Quick Search by using the search bar located at the top right
corner of the screen. By default, the Quick Search will be run on Dockets. Additional
search options are available by clicking the dropdown icon to the left of the search
box (shown below).

Reports | Batch Jobs | Add Docket | Manager, Train | Logout

D [ Search Dockets Q

Advanced Search

Search Options

For: | Docket

Type: | All Types

Subtype: | All Subtypes

RIN: |

Date: | All Date Ranges

From:
]

Agency: |

No. of Results to Display: mzl

Include Total Count [

Figure 104: Quick Search Dropdown Options

Performing a Quick Search
1. Enter your search term in the search bar:

% A search term containing a dash will search Docket/Document
ID, Legacy ID, and/or Federal Register Number depending on the
type of search item (i.e. Docket or Document).

% A date search term will need to be in the format mm/dd/yyyy.
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Performing a Quick Search

7

% Quick Search can be used to perform a full text search. In order to
find an exact search term, it must be enclosed within double
quotations. The full text search is enabled by default for
documents and will search all metadata fields including the first
attachment.

2. Click the dropdown to use search options in conjunction with the search
term.
W Note: Search options differ between Dockets and Documents.

3. Once the search criteria is entered, click the search button to perform the

quick search.

W Note: A user will need to have access permission if searching for an
unposted docket/document from an external agency.

Docket and Document List Search

The search bar at the top of the Docket or Document List located within the Menu
options and Search Results is used to quickly narrow the results. Additional
Search Options are available by clicking the dropdown icon located at the top right
corner above the search bar (shown below).

& My Favorites

:
-ﬂ Document Filter

[ Type: [ ] NOTICES [] OTHER
[] PROPOSEDRULES [ PUBLIC SUBMISSIONS

[] rRULES [] SUPPORTING & RELATED MATERIALS

] [ All Status

-]
-]

: [ All Date Ranges

-

Clear

SUBMISSIONS

m TRAIN-2016-0019-  FDMS Test Docume... PUBLIC
~= DRAFT-0009 SUBMISSIONS

(@ 2 LastRefreshed:08/20/2016 10:26:52 AM Save Search Results

Figure 105: Document Filter on the Document List
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Performing a Search from the Docket and Document List

1. Enter your search term in the search bar.

W Note: Users are able to enter a full or partial ID, Title, Type, or Status
in the search bar.

2. Click the dropdown located at the top right corner above the search bar to
use search options in conjunction with the search term.

W Note: Search options differ between Dockets and Documents.

3. Once the search criteria is entered, click the Filter button to filter the
contents from the list or click the Clear button to clear the filters.

W Note: The system will save a users filter between sessions and the
filter can be toggled on and off in order to view all results or the filtered
subset.

4. Click the Save Search Results button to save the contents displaying on
the list. See the Save Search Results Export section for further details.

Docket Tree Search

A search can also be performed by entering a full or partial ID in the search bar
located within the Docket Tree. A search bar is also available in the Duplicates
Tree.

- Docket Tree

Docket: TRAIN-2016-0094

Group By: ([T
(s
=
v 3 TRAIN-2016-0094-0001 (20)
» ) Deferred (4)
» ] DoMNotPost (2)
] In_Review (10)
» ] Pending_Post (4)
» ] Supporting and Related Materials (4)

Figure 106: Docket Tree Search Bar
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Performing a Docket Tree Search

1. The Group By dropdown options are used to sort documents within the
docket.

W Note: Documents can be grouped by Phase-Sequence, Status, Date
Received, and Document Type.

2. Enter a full or partial Document ID, or a keyword in the Search Docket

Tree by Keyword search bar and select Search to display the results in
the Docket Tree.

Document Folder Search

The Documents within a folder are displayed in the content view when a folder
(Phase folder, Document Type folder, Status folder) is selected in the Docket

I8 Docket Tree Proposed Rule-1 - TRAIN-2015-0001-0001 - Pending_Post =
i { 0¢ ent Details Optiol Details \ttacl ents
Docket: TRAIN-2015-0001 Document List Batch Options Documen ail; ptional ail. Attachment
Sl phose-seque.. | - | Add Doc/Bulkimport Filter Folder Details Searches on D, i, Type and Status |
Document ID [ Title [ Received Date [ views | ttachm.. [ Total comments
Search Docket Tree by Keyword
- TRAIN-2015-0001- Annonymous Comment 02/02/2015 & 1 1 [~
» () Notice-1 DRAFT-0003
¥ B3 Proposed Rule-1 TRAIN-2015-0001- Comment from Ana 02/02/2015 1 1
¥ (23 TRAIN-2015-0001-0001 (37) DRAFT-0004
-0001- Comment from Angie 02/02/2015 1 1 =
¥ £ Supporting and Related Materials (5) 2GR
’ -2015-0001- y 1 1
v £ Pending_Post (5) I Lﬁa&z:ﬁvﬂssoom Comment fram Arthur 02/02/2015
TRAIN-2015-0001-DRAFT-0002
b TRAIN-2015-0001- Comment from Brea G 02/02/2015 ] 1 1
) TRAIN-2015-0001-DRAFT-0040 S
L1 TRAIN-2015-0001-DRAFT-0041 TRAIN-2015-0001- Comment from David H 02/02/2015 1 1
|| TRAIN-2015-0001-DRAFT-0042 DRAFT-0008
|| TRAIN-2015-0001-DRAFT-0043 TRAIN-2015-0001- Commentfrom Jean P 02/02/2015 1 1
DRAFT-0003
TRAIN-2015-0001- Comment from Jenna 02/02/2015 5] 1 1
DRAFT-0010
TRAIN-2015-0001- Comment from John P 02/02/2015 1 1 L
DRAFT-0011 E—— [v|
« >
[:[] E ["save Search Results |

Figure 107: Document Folder Search

Performing a Document Folder Search
1. Click a Document Folder from the Docket Tree. The Document List is
displayed on the right.
2. Enter a full or partial document ID, Title, Type, or Status in the Filter

Folder Details search bar to automatically sort and display the results in
the Document List.

W Note: The search results will auto update as the search term (1D, Title,
Type, or Status) is entered.

3. Click the Save Search Results button to save the contents displaying on
the list. See the Save Search Results Export section for further detalils.
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Advanced Search

The Advanced Search in FDMS can be used to perform detailed searches on
Dockets and Documents. It allows users to utilize different search criteria in order to
refine and obtain specific search results.

Reports | Batch Jobs | Add Docket | Manager, Train | Logout

E | Search Dockets Q |
—- Advanced Search

Figure 108: Advanced Search Link

Performing an Advanced Search

1. Click the Advanced Search link located beneath the Quick Search bar on
the top right corner of the screen.

W Note: The Advanced Search screen appears in the content view on
the right.

Advanced Search

I Find: () Document (_) Docket I with... ﬁ Mo. of Results to Display: | 107 -

Include Total Count: ||

text for all these words: | Title:Abstract:Subject Modify

has an ID number: | AllD Fields Modify

date(s): ) Date Range () Specific Date | Pasted Date [-]
From: Tax

MNarrow your results by:

Agency: | izl

Type: [ rule [] Proposed Rule [] Notice ] Supporting Material [] Public Submissions [] Other
Subtype: AlSubtypes | Modity | sii—

Status: |_All Statuses A}

Posting Restrictions: |_All options M|

Posting Restriction Reason:

Authors:

Topies:

I Exclude Migrated Documents: |_| I

Search Submitter Information fields:

Submitter First Name: |

Submitter Last Name: |

Submitter Organization: |

Figure 109: The Advanced Search Screen
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Performing an Advanced Search Continued...

2. Select the appropriate radio button to search for either Dockets or
Documents.

3. From the No. of Results dropdown, select the desired number of results.
Users can yield up to 10,000 results at a time.

& Note: The number of results requested will impact the time it will take
for the search to complete.

=
' Note: Selecting the Include Total Count option will display the total
number of possible results in the system so that users will know if that
number exceeds the specified number of results requested.

4. Click the modify button to the right of the text for all these words field to
narrow the metadata fields that will be searched and enter in the search
terms.

% From the dropdown select the applicable fields to be searched.

% The selected fields can be removed by individually selecting the
field in the box and clicking the Remove button.

% All the selected fields in the box can be removed at once by
clicking on the Remove All button.

5. Type a full or partial ID in the search box. Click the Modify button to the
right of the has an ID number field to select the type of ID fields that will
be searched. The ID fields to be searched can be modified from the
Modify ID Type(s) pop-up window (not shown here).

Modify Text Type(s) x
| Title [+] | Add |
Title Remaove
J |Abstract Remave All
Subject
| ok | | Cancel |

Figure 110: Modify Text Type(s) Pop-up Window
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Performing an Advanced Search Continued...

6.

10.
11.

12.

13.

14.

Select the appropriate radio button (Date Range or Specific Date) next to
the date(s) field and from the dropdown, choose the desired date option.

Under the Narrow your results by section, the Agency field defaults to the
user’'s agency. Select the desired agency from the Agency dropdown to
search for other agencies’ dockets and documents.

& Nore: The publicly viewable (posted) Dockets and Documents from
other agencies are searchable. A user will need read or write permissions
in order to search for unposted Dockets and Documents from other
agencies.

All Document Types are searched by default, but specific type(s) can be
searched by checking one or more checkboxes.

Click the Modify button next to the Subtype field to select a subtype(s).

Y
% Note: Document Subtypes vary by selected Document Type(s).
Narrow your search by selecting a Status from the dropdown.

Select the desired Posting Restrictions from the dropdown. The Posting
Restriction Reason becomes an active field when a restriction is selected;
choose the applicable reason.

Users can utilize Authors and Topics fields to narrow their search results.

! Note: Users have the ability to Exclude Migrated Documents from
the search results, i.e. documents migrated from a legacy system.

Under the Search Submitter Information Fields sub-section, Submitter
First Name, Submitter Last Name, and Submitter Organization fields
can be used to further narrow the search for Public Submissions,
Supporting and Related Materials, and Other document types.

Once the desired fields are selected, click the Search button to conduct
the Advanced Search. The results are displayed in the Docket or
Document List.

T
' Note: Click the Clear All button to the left of the Search button to
clear the fields and restore default search settings.
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Search Results

The Search Results are displayed in the Docket or Document List. The Details of

the first item (Docket or Document) are displayed in the content view.

TRAIN-2016-0020-0006 o
Document Details  Optional Details itter Info 1) issi
@ Viewable onRegulationsgov % DenotesRequired Field  [actions ___|+]
Search Documents o
‘ D ‘ Title Type | Status Docket ID: TRAIN-2016-0020 () =
J] TRAIN-2016-0020-0  Comment from PUBLIC Posted Docket Title: Dina Test Docket 5Apr16 % (3)
004 SUBMISSIONS. o il
ocument File:
B [ TAN01600200  Comment from Ana  PUBLIC Posted @
005 SUBMISSIONS Docket Phase: Final Rule
ol TRAIN-2016-0020-0  Comment from Brea.. PUBLIC Posted Phase Sequence: 1
- = oos SUBMISSIONS ©
RIN: 2016-HH16
1 TRAIN-2016-0020-0  Comment from Davi.. PUBLIC Posted
[EE] 007 SUBMISSIONS || original Document 1D: TRAIN-2016-0020-DRAFT-0006
Current Document ID: TRAIN-2016-0020-0006
[ TSGR G from Mari... PUBLIC Posted
o008 SUBMISSIONS Title: Comment from Brea G L
*
g TAN-2016-00200 Comment from Ram... PUBLIC Posted ©
009 SUBMISSIONS.
Number of Attachments: 1
[ SRR G from Jea.. PUBLIC Posted
o010 SUBMISSIONS Abstract;
[ TRAN01600200  Comment from JennaWgUBLIC Posted
o011 ISSIONS.
Document Type: PUBLIC SUBMISSIONS 5 (7).
i [g_TRAIN-2016-0020:0. - Comment fromJoh: - PUBLI Posted
- I [»] Document Subtype: Select/Edit Subtype | (D) vl
(DI | SaveSearchesuis |l e Favorites ¥ Follow Up Newmror | 1 e

Figure 111: Search Results Screen

1

Search Results

Users can search within the Search Results by using a full or partial ID,
Title, Type, or Status in the smart search bar. The list will auto-update as
search criteria is entered.

The Filter dropdown provides additional options to narrow the list.

. 0 . . .
Click the E icon to access the Docket Tree to view associated
documents.

The Count reflects the total number of dockets/documents in the list. The
count will auto-update when either searching within the docket/document
list or if the Filter is set to “ON”.

Click the m icon to Expand or Shrink the column header/s displayed.

-
Click the [#= icon to Refresh the page to display the most recent
information.

Click the
review is needed. A flagged document can be Unflagged by clicking on

icon to Flag a document to indicate a follow-up or additional

the e icon. See the

Flagged Documents section for more information.

Click the Save Search Results button to save the contents showing in the
Docket List as a CSV file or have a Full Export emailed to you.
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Save Search Results Export

The Save Search Results Export enables users to export (i.e. email) Docket and
Document search results. Users have Basic and Full Export options when saving

search results.

Save Search Results

@ il Save Search Results

Basic: Includes select metadata from the Results window (less than 10 fields) delivered
instantly in a CSV file.

O

(#) Full Export: All Metadata

[ Include Content Files i ——
The system will send you an email at the below address from your personal profile when
the report is available, Please make sure the address is comrect. If you do not receive an
email within the next business day please contact the help desk.

*

Email Address: |email®emai|.com

| Submit | | Cancel |

T e WTTSTeS— |

Figure 112: Save Search Results

Save Search Results Export
1. From the Search Results menu, click the Save Search Results button. The
Save Search Results Window appears.
2. Users have two options to export the search results:
% Basic: includes select metadata from the Results window (less
than 10 fields) emailed instantly in a CSV file.
% Full Export: includes all the docket / document metadata and
users have an option to include the content files by checking the
Include Content Files check box if exporting documents.
3. Enter the email address where the results need to be sent. By default, the
results are sent to the email in the user’s profile.

W Note: Please refer to the Bulk Extract section for details on receiving
the z1p” folder if performing Full Export.
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Notes

Reports

The Reports module allows users to access Standard pre-defined reports and the
Summary module. The module can be accessed via the link in the top tool bar.

Reports | Batch Jobs | Add Docket | Manager, Train | Logout

E| Search Dockets Q |
Advanced Search

Figure 113: Reports Link

Standard Reports

The Standard reports tab presents a number of pre-defined report options to users
to query specific information in FDMS.

B Reports Menu Report Parameters |

% Denotes Required Field

Sumean Docket Manager - Rule Writer Assignment Report

Customer Service Report Provides a list of all dockets assigned to the selected Docket Manager - Rule Writer.

Summary of Public Submissions in a Docket )
Enter criteria to select data for the report. Fields that you leave empty will be ignored and all values accepted.

Docket Content Report

summary of all Gocument content in a Docket Docket ID: | P—

Docket Phase Sequence Report

Documents isted by Sequsnce fo ane Phase Assigned Docket Manager

Performance Report Assigned Rule Writer: =

Elapsed processing time for Documents

Recently Posted Federal Register Items Report Sendreport to: gracereddish@sbd2.com
Federal Register items posted in last 90 days The report will be sent to this email address. it may take up to 24 hours.

Docket Content by Legacy ID Report

Documents list by Legacy Docket ID

Docket M - Rule Writer Assig Report
Dockets list by Assigned Docket Manager - Assigned Rule Writer
Document Status Report

Status of Documents for a given time period

Open vs Closed Document Report

Open vs Closed FR Documents for given comment times. [v]
— == ~——— "Run Report |

Figure 114: Standard Reports Menu

Standard Reports
1. Click the Reports link located on the top right of the Homepage.

2. The Standard Reports Menu is displayed on the left and the Reports
Parameters are displayed on the right.

3. Select the desired report from the Standard Reports Menu.
4. Enter/select the applicable criteria for the selected report.

5. Click the Run Report button to send to the email address provided.

W Note: The report could be received in 15 minutes, or could take up to
24 hours depending on the volume of requests at that time.
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Notes

Report Terms and Definitions

% Current Docket Phase Report: Provides the real-time status of the
agency's Dockets showing the Documents in each phase and sequence.

% Customer Service Report: Provides the ability to view Docket activity. The
report provides a summary of the number of Public Submissions from
email, paper, web, and API sources by Docket for a specified period of
time.

% Docket Content Report: Provides the ability to view all of the Documents
and their attachments associated with a particular Docket, regardless of
the phase-sequence.

% Docket Phase-Sequence Report: Provides the ability to view all
Documents by sequence for a specific phase in a Docket.

% Performance Report: Provides the elapsed processing time between the
date a Document was received in FDMS and the date that Document was
posted to the public.

% Recently Posted Federal Register Items Report: A list of Federal Register
items posted in the last 90 days for one or all agencies.

% Docket Content by Legacy ID Report: Provides a view of Documents with
a Legacy ID by searching for the FDMS Docket ID or the Legacy Docket ID
used prior to FDMS.

% Docket Manager — Rule Writer Assignment Report: Provides a list of all
dockets assigned to the selected Docket Manager and/or Rule Writer.

% Document Status Report: Provides the ability to view by Status of

Documents for a given period of time.

% Open vs Closed Document Report: Provides the ability to select a date
and see FR Documents open or opened for comment during that time and
FR Documents that closed for comment during that time.
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Notes

Summary Module

The Summary Module enables users to select from four user specific options and
three agency wide options. Each Summary option except the last two (i.e. Agency
Most Active Documents and Agency Most Active Dockets) presents the summary
statistics sorted by Document Status and Date Received.

& Reports Menu

Standard Comments Assigned to Me

Comments Assigned to Me

summary of all public submission comments that are currently assigned to you
Summary of the comments currently assigned to you

Comments that | can Access Documents Received
Summary of all the comments that you have access to

Over 365
Days

Last 30 Last 60 Last 90 Last 365
Days Days Days Days
Active 50 77 86 13 13

Pending_Post 31 52 53 65 65

Documents that | can Access Draft 8 23 23
Summary of all the documents that you have access to In_Review 25 25 25 25
All Agency Documents e ! ' ' '

DoNotPost 1 1 1 1

Total

Yesterday

. Today Last 7 Days
Documents Assigned to Me

Summary of the documents currently assigned to you

Summary of all documents in the agency
. Grand Total 50 78 87 114 114
Agency Most Active Documents L

List of the most active documents in the agency

FR and Other Documents with Comment Period Ending Today: 0

Beginning date: A— \
< >

' RunReport |

Agency Most Active Dockets

List of the most active dockets in the agency

[«T

Figure 115: Summary Menu Options and Summary Statistics

Summary Module
1. From the Reports Menu click the Summary tab.
2. Select the desired option from the Summary Menu.
3. The Summary Statistics is displayed on the right in table format.

4. Click one of the hyperlinked numbers in the table to view a list of relevant
documents in a Search Results window (not shown here).

5. Select a Beginning Date to only view the number of documents in each of
the Document statuses since the selected date.

W Note: For Agency wide Most Active Dockets and Documents
options, users will need to select the timeframe they want included in the
output.

W Note: When a Document ID is accessed from the Summary report(s),
users are able to view and update metadata fields in the Document
management tabs in the contents view.

W Note: When a Docket ID is accessed from the Summary reports, the
screen will refresh to display the Docket tree on the left and the Docket
management tabs on the right.
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FDMS Resource Center

The FDMS Resource Center provides users with information on upcoming
trainings, special features of the system including Records functionality, pending
release activities, and FDMS best practices. To suggest enhancements to the
system, users can download an FDMS CCB request form and submit it to the CCB
chairperson.

| About Us | Privacy & Security Notice | Accessibility || FAQs | Glessary | Regulations.gov ||Re:our:e Center | 'I'rainingl

Figure 116: General Information Navigation Bar

Fdmsgov Resource Center

Main
Resources
Home
= Welcome
= Training Schedule
= Best Practices in FDMS View =
Features

« Comment Deduplication

« Comment Cateqgorization

« APIs

« Electronic Records
Management

 Electronic Petitions

Resource Center

Welcome to the FDMS Resource Center. Navigate the left tool bar to find Resources and Features in FDMS 4. You will also find information on
how to get involved with contributing to improvements within the system.

Quick Links
Get Involved
Training Schedule
* C.han = Contr:.)l Board Best Practices in FDMS
« Listening Sessions Releases
Additional Resources
« PMO FDMS Help Desk
. % Contact the FDMS Help Desk at 1-877-378-5457 between 9am-5pm EST Mon-Fri or submit a ticket electronicallys.
s Links
* Archives Training
If you would like to schedule a training specifically for your agency, or if you are interested in turning on the Records Features in your FDMS
system, please contact Crystal Vitagliano.
Edit Menu

[ T——

Figure 117: Resource Center
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